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Army Service Forces, 

Office of the Quartermaster General, 

Washington 25, D. C., SO April 1945 . 

Subject: Civilian Testing Program. 

To: Commanding Officers, 

Army Service Forces and Quartermaster Depots. 

1. The stepped-up tempo of the war is reflected in sharply increased 
demands for additional manpower — for the Armed Forces and for war industry. 
It is reasonable to assume that labor shortages, already serious in most areas, 
will become even more critical in the months ahead. 

2. At this time every recognized method of achieving better utilization of 
personnel must be considered. Studies indicate that huge reserves of .man- 
power lie hidden in the unused aptitudes, abilities, and skills of employees. 
Efforts to tap this source of additional manpower must be intensified. It has 
been found, in both Army installations and in industry, that the wise use of 
tests can provide information of an objective nature about employee aptitudes, 
abilities and skills which is essential to the most effective placement, training 
and adjustment of civilian employees. 

3. It is important, therefore, that consideration be given to the establish- 
ment of testing as an integral part of the civilian personnel program in your 
installation. Tnis “Civilian Testing Handbook” has been prepared to provide 
information for your guidance in the initiation and operation of an effective 
civilian testing program. 
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Section I 



INTRODUCTION 

Purpose and Scope 

“Civilian Testing Handbook” has been prepared to assist depot officials 
and test technicians in establishing and operating a testing program. It has 
the following objectives: 

1 . To establish uniform and standardized testing in all Quartermaster 
and Army Service Forces installations under the jurisdiction of The Quarter- 
master General. 

2. To indicate how testing should be integrated with the other phases of 
civilian personnel management. 

3. To set up minimum requirements for an approved testing program. 

4. To show how test results may be utilized profitably throughout the 
civilian personnel program. 

The material assumes the technical competence of test technicians and 
deals with testing only insofar as it is related to depot operations. The Hand- 
book is divided into six Sections, all of which will be of interest to the test 
technicians. Section Two, “Testing — An Aid to More Effective Personnel 
Management”, will be of special interest to the Commanding Officer, the 
Civilian Personnel Officer, and key staff and operating personnel. Section 
Three, “Setting Up the Testing Program”, will be of interest to the Command- 
ing Officer and the Civilian Personnel Officer. 

Quartermaster Corps Gvilian Testing Policy 

The establishment of a testing program requires the prior approval of The 
Quartermaster General. In QMG Circular 59, 30 September 1944, testing is 
recognized as a means of increasing the effectiveness of personnel management. 
Proper use of tests will provide objective evidence on employee knowledges, 
aptitudes and skills. This information is essential to the effective supervision 
of employees. A thorough knowledge 1 of the individual is necessary in order 
to match worker characteristics with job requirements, teach the* worker wlmt 
he needs to know to do the job, and help the worker become satisfactorily 
adjusted in his job. 

Relationship ol Quartermaster Corps Testing to Civil Service Testing ' 

Civil Service testing limits the selection of job candidates to those who 
meet the minimum requirements for a class, group of classes, or series of posi- 
tions. Since it is the responsibility of the Service to select from these candi- 
dates those who are most likely to do a good job, there must be competent 
evaluation procedures at that level. Therefore, the Service may evaluate 
candidates in terms of requirements for specific jobs in classes, groups of 
classes, or series of positions. 

In addition to the use of testing for selection and initial placement, testing 
may be utilized at the Service level to determine supplementary abilities and 
skills which may be the basis for in-service personnel actions. 

It is important that test technicians in an installation work closely with 
local Civil Service representatives in the establishment and operation of the 
testing program. 
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Section II 



TESTING-AN AID TO MORE EFFECTIVE PERSONNEL 

MANAGEMENT 

Advantages of Testing 

The value of testing is receiving increased recognition in both civilian and 
military personnel administration. Testing is a management tool for increasing 
production. Management may utilize tests profitably for many purposes: 

1. To measure objectively and economically specific parte of individuals’ 
qualifications — aptitudes, abilities, and skills — with a view toward their max- 
imum use. . 

2 . To show distinction in relative qualifications of employees. 

3. To save time and expense in training by selecting for training onhr the 
employees who have the ability or aptitude necessary for successful perform- 
ance, and directing the training to meet the specific needs of the trainees. 

4. To measure the product or result of experience and training. 

5. To supplement evaluation of previous job success and personal judg- 
ments. 

6. To insure a greater degree of objectivity in personnel actions. 

The value of an employee’s services to nis installation has never been 
increased by giving him a test unless something was done as a result of the test. 
It is not the testing itself which is of value — it is what is done on the basis of 
test results. 

Limitations of Testing 

To utilize tests profitably, management must be aware, not only of the 
services that testing can perform, but also of its limitations. The first point 
to be remembered is that testing is a tool, a means — it furnishes accurate and 
objective information, but this information is a single factor and must be com- 
bined with other factors in making decisions. Such personal characteristics 
as dependability, industry, and ambition are not usually measured by tests — 
they may be important factors in a decision, however, and must be measured 
by subjective means. In addition, such factors as working conditions and 
quality of supervision, unrelated to the abilities and personal characteristics 
of the employee, may properly be given weight. It follows, then, that test 
results should never be completely determining in a decision and that no 
arbitrary weight ran be assigned to this one factor. 

The matter of interpreting test scores must also be considered. It re- 
quires a knowledge of the tests, the ability to evaluate them, and the ability 
to see the implications in test scores. Interpretation, therefore, should come 
from the test technician. When the personnel officer uses test results, he must 
know the exact area measured by the test and the meaning of the test tesults 
to determine what judgments he may make. 

Functional Types of Tests 

Two functional types of tests wall be used in a depot testing program: the 
aptitude test and the achievement test. In the present labor market the 
emphasis is on aptitude testing. Tests are arranged in batteries for groups of 
positions. Bat teries, selected bv the test technician, are based on job require- 
ments, in terms of abilities, skills, and aptitudes necessary to efficient on-the- 
job performance. 

APTITUDE Tests. — An aptitude test may be either a written test or a per- 
formance test. It is one which is general in nature, drawing upon the total 
background of the individual, including the usual schooling, miscellaneous 
related experience, hobby activities, and interests of a social nature. An apti- 
tude test is often thought of as being a measure of the inherent abilities or 
potentialities of an individual — the thongs he is bom with. This is only rela- 
tively true. Even a general intelligence test is a measure of what the individual 
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is after his native endowment has been modified by a substantial part of a 
lifetime of experience, including school, home, radio, movies, libraries, and 
many other influences. However, in most cases the total life experience of 
individuals is sufficiently standard to permit direct comparisons of individuals 
and generalizations about them. Individuals may be tested for such aptitudes 
as learning ability? clerical ability, and mechanical ability. 

ACHIEVEMENT Test. — An achievement test may also be either a writ- 
ten test or a performance test. It measures an individual's accomplishment as a 
result of training or experience. Individuals may be tested for their achieve- 
ments in such areas as typing, shorthand, military correspondence, and ware- 
housing and materials handling. 

Testings Relationship to Stall and Operating Units 

Testing is a service which staff and operating units must know how to use 
profitably. Its basic relationship is with the placement activity where it 
furnishes essential information to the placement technician on new hires and 
in-service personnel. The key to a successful testing program is its proper 
coordination and integration in the civilian personnel program. 

TESTING AND PLACEMENT. — Placement is concerned with having the 
right person on the right job. The purpose of placement is to put each em- 
ployee in the best position for — 

1. Using his experience and training to the greatest advantage. 

2. Giving him his greatest satisfaction in his work. 

3. Developing his potential abilities and skills. 

4. Obtaining his best possible performance. 

Placement knows the job requirements and it must know what abilities 
the employee has that can be related to the job requirements. Placement must 
know whether or not the employee has all or part of the required ability; 
whether or not he is capable of learning or developing; or whether or not ms 
abilities are better suited to another type of job. Also, Placement knows that 
there inevitably will be some misfits which must be reassigned and that em- 
ployees on the job will grow in knowledge and ability to the extent that in- 
service placement will be needed. 

Uses. — Testing can help Placement with the following personnel actions 
by furnishing essential information on applicants and employees. 

Recruitment . — Frequently in a critical labor area it becomes difficult or 
impossible to recruit labor in certain scarce skill categories. Since the vacancy 
must be filled, it becomes necessary for the Placement Chief to develop alter- 
natives to recruitment of experienced and qualified personnel. The Placement 
Chief may confer with the test technician and the Training Officer to decide 
what potential abilities will enable an applicant, after receiving sufficient 
training, to approximate performance required for the job. Testing can advise 
the Placement staff of those abilities and aptitudes which, if possessed by an 
applicant, would provide the best chances of success. This information will 
give the Placement Chief indications of new areas in which to seek recruits for 
the job vacancy. 

Selection. — In selecting a person for a job, some of the qualifications can 
be determined more objectively by testing. In considering the candidate for 
selection, the placement technician will have the interpretation of test results, 
in addition to information on the other factors considered in selection. When 
the placement technician has all the information at hand, he is in a better 
position to select the person who would give an adequate performance on the job. 

Reassignment. — In shifting personnel from one job to another, it becomes 
necessary to determine whether the employee can discharge successfully the 
obligations of the new assignment. With a knowledge of the job requirements, 
Testing can administer those tests which will help to determine whether or not 
the employee can qualify for the new job. 

Promotion . — When placement technicians are reviewing all recommenda- 
tions for promotion, they will have to compare qualifications and abilities of 
employees in the group being considered. In addition to education and ex- 
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perience. the relative potential abilities of those candidates to assume greater 
responsibility should be considered. Objective evidence from test results will 
help placement technicians to substantiate their decisions and to provide an 
equitable system of promotion. 

Separation. — Wnen deficiencies in performance warrant the removal of an 
employee from a specific job, test results may help the placement technician 
to determine whether that employee can perform adequately any other job 
in the installation. 

Scheduling of Tests . — The schedule for placement testing should be 
planned cooperatively by Placement and Testing. A flow chart should be 
worked out in order to make the best utilization of time. 

New Hires . — The most satisfactory schedule arrangement is to have two 
or three regular testing periods a day. At these times, new hires may be 
scheduled in groups for written tests and individually for performance tests. 
A testing period of approximately two hours will allow time for test admin- 
istration, scoring, ana preparation of reports. The test technician should be 
furnished with a copy of the Form 57 and a routing slip on which are entered 
the applicant's name, the job for which he is being considered, and a list of 
appointments in processing. From the information on the Form 57 and the 
routing slip the test technician can decide on the proper test battery. At the 
conclusion of testing, the applicant should receive tne routing slip and con- 
tinue with his ajmointments. ^ 

In-Service Personnel. — In the matter of in-service testing, tests may 
be given as part of a survey of an organizational segment, or on an individual 
basis. Such tests may be given during the fixed testing periods or they may be 
specially scheduled if necessary. The testing period requires test administra- 
tion only — the need for test scores and reports is not so immediate as in the 
case of new hires. The main consideration in scheduling is that in-service 
personnel must be tested with a minimum of work interruption. Therefore, 
scheduling of tests for in-service personnel should be arranged by Testing, 
Placement and operations. 

Reporting Test Results . — Test results should be recorded only in Testing 
and in Placement. In Placement they should be recorded on the employee 
qualifications card for the permanent use of the placement technician. When 
test results are received, Placement should enter on the card the name of the 
test and the interpreted score. 

Where the test technician feels that the routine report on testing should 
be supplemented by further explanation, he should discuss these cases with the 
placement technician. The test technician may find that the applicant is weak 
in the areas being tested by the recommended battery and that additional tests 
should be given to discover the applicant’s potentialities for other types of work. 
Or, the recommended battery may reveal an area of strength which should be 
brought to the attention of the placement technician. A discussion would 
enable Placement to decide on the best utilization of the abilities of these em- 
ployees. 

TESTING AND Training. — The purpose of training is to teach workers 
what they need to know in order to do their jobs most effectively. The gap 
between what the employee can do and what he must be able to do in order to 
meet performance standards must be filled in by training. 

Uses . — Testing can help Training by giving essential information on 
employees which will help to solve the following problems: 

Determination of Training Needs. — Where tests in specific areas are avail- 
able, they may be administered to determine specific needs of groups and of 
individuals. An analysis of test results in terms of job requirements will show 
where there is a complete lack of knowledge, where there is partial knowledge, 
and where there is misinformation. This determination of specific needs will 
guide the trainer in the development of course content and indicate points 
where special emphasis is needed. Where the trainer knows the level of knowl- 
edge of the group, lie may be able to arrange to train homogeneous groups. 
In addition, measurement of the knowledge of employees before training will 
be the basis for evaluating the training. 
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Sehction of Trainees . — The trainability of workers is of great concern to 
operations, especially where a scarcity of labor exists in face of tremendous 
production demands. If the potentialities of workers are known in advance 
of training, those with the greatest capacity can be trained for the most difficult 
jobs and those with less capacity can be trained for the simpler tasks. By 
administering aptitude tests to employees prior to training, it is possible to 
train them for tasks commensurate with their abilities. 

Evaluation of Training . — At the close of a training course, it is important 
to know how effective the training has been. If a test is given prior to training, 
and the same or a similar test is given at the end of the course, a comparison 
of the two scores will help to evaluate the training. 

For the purposes of determining specific training needs and evaluating 
training, the trainer will construct and administer quizzes based on the course 
of instruction. In general, test technicians should not construct course quizzes 
for training. They should, however, assist the Training staff by helping to 
edit items, by suggesting suitable types of quizzes, and by giving any technical 
assistance needed m the summarization and analysis of data. 

Testing and Employee Relations —Employee Relations serves in a 
liaison capacity between management and the worker by assisting management 
to get the production it expects and the worker to get the job satisfaction he 
wants. No small part of the task of the counselor lies in the responsibility he 
has for assisting workers to become satisfactorily adjusted in their work and 
community environments. Lack of stability and lack of adjustment may result 
from such causes as misunderstanding of the job when employed, poor job 
attitude, lack of rapport with others, poor integration of the worker's abilities 
with the demands of the job, and personal problems. While effective place- 
ment and training programs will cut down these problems, some will come to 
Employee Relations for individual attention. 

Uses. — Testing provides valuable clues for use in the solution of these 
guidance problems: 

Vocational Counseling . — Employees frequently attribute their job difficul- 
ties to insufficient orientation, inadequate on-the-job training, poor supervision, 
poor working conditions or some other factor more or less beyond their control 
or unrelated to their own aptitudes and abilities. Test results often provide 
the counselor with clues in determining the answer to the question: “Is the 
employee justified in fixing the blame as he does; is the difficulty lodged in the 
employee's own lacks; or does it lie somewhere in between?" 

If test results indicate that the employee may not be capable of doing the 
work to which he is assigned, or that the employee's work is far below his 
potential capacity, the counselor will have data helpful in his interview with 
the employee ana in his discussion of possible reassignment with the supervisor 
and Placement. 

• If test results indicate that the employee is well-placed, the counselor can 
concentrate his attention on the conditions surrounding the job which may 
have prevented the employee's proper adjustment. 

Personal Counseling . — This is one of the most delicate of all counseling 
tasks. The counselor will want to turn to all resources at hand to assist in 
understanding a problem. He may believe that the personality of the worker 
accounts for a substantial part of his difficulty in a given situation. Interpre- 
tations of personality test scores may provide some clue. Testing will make 
interpretations of personality tests with great caution and will urge the counselor 
to use the interpretations judiciously as additional evidence of an objective 
nature to assist him in his work with the employee. 

In addition to test results, in job and personality adjustment problems the 
counselor will take into consideration many other factors, sucn as health, 
employee security, and unusual production conditions, for these factors also 
provide pertinent clues which in some cases may deserve greatest weight. 

TESTING and Operations. — Personnel management is an integral of part 
of management. Therefore, operating executives and supervisors, in the dis- 
charge of their daily management responsibility, must make sound decisions on 
matters affecting civilian personnel. 
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Testing can assist operating officials in the same ways that it assists the 
staff personnel groups previously mentioned: by furnishing objective informa- 
tion which will guide executives and supervisors in the selection, assignment, 
training, promotion, and separation of their civilian employees. 

Test surveys have indicated that there is a definite relationship between 
the level of production and the abilities of the employees. The extent to which 
employees possess essential abilities may be determined through the use of 
tests. This information, in the hands of operating personnel, can assist them 
in predicting the production which may be achieved. Where the level of 
production is inadequate, test results may be used to determine whether it 
may be due, in part, to incompetent personnel. 
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Section III 

SETTING UP THE TESTING PROGRAM 



I 

When the Commanding Officer decides that a testing program would be 
desirable in his installation, the following steps should be taken to set up the 
program: 

Secure Approval of the Quartermaster General 

Request for approval should be directed to The Quartermaster General, 
Attention: Personnel Division, Civilian Personnel Branch. This request 
should outline: 

1. Problems where testing is needed. 

2. Possibility of recruiting adequate staff. 

3. Provisions for space and facilities. 

4. Staff assistance needed. 

Plan the Organization 

The organizational place of Testing must be decided at the installation 
level. Testing may be a coordinate of Placement, Training, and Employee 
Relations, or, if it is desirable, Testing may, for administrative purposes, be a 
part of the Placement Section, since its main contribution is to Placement and 
it usually serves other staff units and operations through Placement. Regard- 
less of where Testing is placed organizationally, to render effective service 
Testing must be coordinated and integrated with the other phases of the civilian 
personnel activity. 

QMG Circular 59 provides for the following functions of a Testing Section 
or Sub-section: 

1. Selects appropriate batteries of tests in terms of job requirements. 

2. Administers, scores, and interprets all tests used in connection with 
placement of new employees, determination of training needs, evaluation of 
training (except course quizzes), and employee relations activities. 

3. Conducts testing surveys at the request of operating officials, and 
provides suitable reports of results through proper channels. 

4. Conducts the necessary research to establish local norms and to 
determine the validity of experimental tests. 

5. Constructs new tests (not course quizzes) as required. 

6. Maintains necessary records. 

7. Coordinates testing with other personnel activities. 

Recruit the Staff 

As soon as approval of The Quartermaster General has been received and 
the organizational place of Testing has been determined, efforts should be 
made to recruit the staff. 

The size of the Testing staff will depend upon the size and complexity of 
the testing program. The following should be considered the minimum staff: 
Test Technician, Chief; Personnel Clerk; and Clerk-Stenographer. 

As the program grows, it may be necessaiy to have additional staff: a test 
technician to act as Assistant Chief and additional clerical assistance. If sub- 
depots are to be serviced, it may be necessary to employ assistants to handle 
the decentralized aspects of the program. 

The position of Testing Chief should be filled first. There are definite 
advantages in filling Testing jobs by reassignment of personnel within the 
installation, where this is possible. 

The qualifications of test technicians are set forth in the “Manual of 
Classification Standards for Civilian Positions in the War Department. 
September 1944. Title: Personnel Technicians (Tests and Measurements)/ 1 
The technical staff must have had experience in psychology and testing and 
should have had experience either in government or in industry. Training and 
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experience in related fields are valuable. The main qualification needed is a 
fundamental understanding of: test construction, test interpretation, test 

administration, and basic statistics used in testing. 

Orient the Staff 

It is particularly important for test technicians to receive proper orienta- 
tion. In addition to the orientation given to all new employees, orientation of 
the Testing staff should include: 

1. Information on the organizational structure of the installation. 

2. Information on the functions of each division. 

3. Information on the typical positions throughout the installation. 

4. Introduction, possibly by informal meeting, to key staff and operating 

people. 

Provide Adequate Space and Equipment 

ROOMS. — In providing space for the operation of a testing program, 
consideration must be given to: test administration; test scoring; test staff; 
preparation of reports, summaries and analyses; test construction; and inter- 
views. 

The testing room should be large enough to allow 25 square feet of working 
space for every person being tested. If 20 people were the maximum to be 
tested at any one time, 500 square feet of working space would be needed. 
In addition, 200 square feet should be allowed for aisles, movable partitions, 
the test administrator’s equipment, and storage purposes. Thus, 700 square 
feet, or a room roughly 20 by 35 feet would be adequate for 20 people taking 
the same kind of test. 

Because some performance tests are noisy to administer, it is desirable to 
have a separate room. If this is not possible, a part of the regular testing room 
may be partitioned and the ceiling may be soundproofed. 

Artificial lighting in the testing room should be good. Fluorescent light 
is best, provided the type of fixture used eliminates shadows. The foot-canales 
of light at the working surface of the desks should be tested with a light meter. 
There should be a minimum of 25 foot-candles according to standards set by 
American Standards Association. 

It is desirable that the testing office be private. It should be large enough 
to accommodate the staff, allowing space for office equipment; preparation of 
reports, summaries, and analyses; test construction; and interviews. 

With regard to physical location, the testing room and the testing office 
should be near the Placement Section to facilitate the day-to-day testing of 
new hires and in-service personnel. 

EQUIPMENT. — The following office equipment will be required for the test- 
ing room and the testing office: desks, chairs, locked cabinet or file, movable 
partitions, typewriters, and calculating machine. Specialized testing equip- 
ment, such as vision testing equipment and coordination testing equipment, 
should be supplied where needed. An approved list of equipment is shown in 
the Appendix on page 59. 

Announce the Establishment of the Testing Program 

Develop a Testing Policy and Procedure.— A Testing Policy and 
Procedure should be established at the installation level. It should conform to 
the policy of The Secretary of War, the Commanding General, Army Service 
Forces and The Quartermaster General; and it should be understood by all 
members of the testing staff and key personnel in staff and operating units. 
Sample of a suggested statement of Testing Policy and Procedure is shown in 
the Appendix on page 60. 

The following elements should be included in the Statement: 

Testing to Meet Needs . — The main point to be established is that the 
purpose of all testing — in connection with both new hires and in-service 
personnel — is to meet operating needs. 

Use of Test Results • — The Statement should contain an explanation of 
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the use of test results. It should be explained that test technicians will inter- 
pret test results which are to be used in combination with all the other pertinent 
facts in the case. 

Scope of Program . — The range of the testing activity is another im- 
portant decision to be established. It should definitely be stated to what ex- 
tent new hires will be tested, in-service personnel will be tested, and special 
survey testing will be done. 

Procedure for Testing Employees . — The procedure for testing employ- 
ees should be outlined. It should be explained that reports on employees 
tested will be sent to Placement for its use or the use of the interested staff or 
operating unit. 

Issue the Testing Policy and Procedure.— Copies of the Testing 
Policy and Procedure should be distributed to all depot employees affected ana 
to local Civil Service representatives. In addition, it is desirable to have a 
meeting where key staff and operating people and the professional Testing staff 
may discuss the Testing Policy and Procedure statement. 
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Section IV 

ADMINISTERING THE TESTING PROGRAM 

Tost Sources 

Tests used in the depot program must be tests approved by The Quarter- 
master General in order that uniformity may be established ana the service as 
a whole may benefit from the accumulation of test data in the installation. 
The following are sources of approved tests: 

Office of the Adjutant General.— This is the primary source of 
tests used in the depot program. A list of AGO and United States Employ- 
ment Service tests is shown in the Appendix on page 61. Each installation will 
be provided with specimen sets of approved tests. The list and specimen sets 
of tests should be consulted in selecting tests for use. Where installations are 
authorized to order tests direct from The Adjutant General's Office, requests 
for tests should be submitted to Personnel Research Section, Classification and 
Replacement Branch, The Adjutant General's Office, 270 Madison Avenue, 
New York 16, New York. A copy of each request should be forwarded to the 
Office of the Quartermaster General, Attention: Personnel Division, Civilian 
Personnel Branch. Requests for test materials should include the complete 
title of the test and the old code, if any, exactly as given in the list; ana the 
material name, code, and quantity of each type of material required. 

In addition to formal tests, oral trade questions may be used in placement 
and training of personnel. Oral trade questions cover about 800 different oc- 
cupations. Each set of Questions covers the pertinent trade knowledge that 
should be familiar to skilled workers in a particular occupation. The “Oml 
Trade Questions Manual," which will be provided each installation, explains the 
use and procedure for obtaining the three volumes of “Oral Trade Questions." 

Test materials from the Office of The Adjutant General are restricted ma- 
terials and may not be reprinted in whole or in part without the prior approval 
of The Adjutant General and The Quartermaster General. 

Office of the Quartermaster General —Tests constructed by 
Army Service Forces and Quartermaster Depots will be distributed from this 
office for the use of all testing programs, When these tests are modified at the 
installation level to fit local conditions, six copies of the modified test should be 
sent to the Office of The Quartermaster General, Attention: Personnel Divi- 
sion, Civilian Personnel Branch, and two copies should be sent to the installa- 
tion which constructed the test. 

Commercial Publishing Houses.— The use of commercial tests 
should be considered only after it has been determined that no suitable test is 
available from the Office of The Adjutant General or from the Office of The 
Quartermaster General. An approved list of commercial tests is shown in the 
Appendix on page 59. Specimen sets of tests may be obtained through com- 
mercial channels. Orders for tests should be sent to the commercial publishing 
house. A copy of each order should be forwarded to the Office of The 

§ uartermaster General, Attention: Personnel Division, Civilian Personnel 
ranch. The procurement of a commercial test not shown on the approved 
list requires the prior approval of The Quartermaster General. 

Test materials from commercial publishing houses are copyrighted ma- 
terials and may not be reprinted in whole or in part. 

Funds lor Testing 

Commercial tests and equipment must be purchased through established 
procurement channels. Each installation having an approved testing program 
is authorized to procure approved commercial tests and equipment through 
Distribution Account 521. A list of approved tests and equipment is given 
in the Appendix on page 59. Tests ana equipment are requisitioned on the 
Purchasing and Contracting Officer of the depot, subject to the certification 
of availability of funds by the depot Fiscal Officer. 

Doily Work Schedulo 

A day-to-day work schedule should be prepared in advance. The prepa- 
ration of this work schedule requires the cooperative planning of Testing, the 
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other staff units, and operations. If possible, such a schedule should reflect 
the individuals to be tested during fixed testing periods, any group being tested 
as part of a survey test, and any special project testing to establish norms. 
In addition to time required for test administration, the schedule should also 
allow time for scoring, preparation of records and reports, interviews or con- 
ferences, and program improvements. 

Selecting Test Batteries 

Test batteries, based on the requirements of the job in question, should be 
selected by the test technician. It would not be practical to set up a different 
battery of tests for every different position, for example, every different type 
of clerk. Similarly, it would not be wise to set up a single battery of tests for 
all jobs. Therefore, basic batteries for groups or series of positions have been 
recommended and are shown in the Appendix on page 71. In cases where the 
specific job requires abilities other than those measured by the basic battery, 
it may be necessary to change the basic battery. Or, where the basic battery 
reveals an area of weakness or strength, it may be necessary to give additional 
tests. 

The Learning Ability Test (Form 5) or a Non-Verbal Test of intelligence 
is included in every battery because it contributes more than any other 
type of test to a knowledge of the individual's capacity for learning in a given 
situation. The next most widely used test is the Clerical Aptitude Test 
(CA-3, Part A). Other tests should not be substituted for these two aptitude 
tests where they have been recommended as part of a specific battery. 

Administering and Scoring Tests 

If test scores are to be used with confidence, tests must be administered 
uniformly and scored accurately. Administration and scoring may be done 
by a personnel clerk, provided she is well trained. 

The following suggestions* are offered for the guidance of the person who 
administers and scores tests: 

1. Take the test yourself before you give it the first time . — By taking 
the test yourself before you give it, you can familiarize yourself with the test and 
determine the clarity of the directions. 

2. Practice test directions before you give them the first time . — 
Practice giving the directions to a group unfamiliar with the test, checking to 
make sure that your reading is clear ana loud, and that your timing is correct. 

3. Provide proper testing conditions . — See that the testing room is free 
from distraction — remove any distracting material from the wall; and use a 
sign on the door to indicate that testing is going on. If it is necessary to 
administer different types of tests simultaneously, use movable partitions to 
separate groups taking different tests. If there is a telephone in tne room, see 
that it is not used during the testing period. Keep the room well-lighted 
and well-ventilated. Arrange the seating so that employees being tested can 
work comfortably and independently. If it is necessary for employees to wait 
for tests or test reports, provide them with a comfortable place away from the 
testing room. 

4 . Organize test materials . — Be sure that you have the following mate- 
rials before the testing period begins: directions for administering and scoring 
each test, scoring keys, copies of each test to be given, answer sheets, extra 
paper, pencils, stop watch or interval timer, and any special materials needed. 

5. Explain purpose of test . — Before starting to administer the test, explain 
in general terms the purpose of the test and the benefits of testing to the 
employee as well as to the installation. Try to make the employees feel at 
ease. If an employee appears to be ill or emotionally upset to the point where 
his test result may be seriously affected, arrange to schedule him for testing 
at a later date. Note any reactions of individuals to the test situation — 
favorable or unfavorable — which may be valuable to staff or operating people 
or which may affect test scores. 

•Adapted from Measuring Abilities of Civilian Personnel, Industrial Personnel Branch, Office of The Chief of Engi- 
neers. Army 8ervice Forces, 1 November 1944. 
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6. Distribute tests and supplies systematically . — Have an orderly 
system of distributing tests and supplies. Whether you place them on the 
desks before the employees enter the testing room or distribute them after the 
employees are seated, be sure that it is done properly: that the correct number 
of complete sets is given out, that the tests are arranged in the order in which 
they will be used, and that each employee has all the supplies he will need. 

7. Have employees All in identifying information. — Be sure that each 
employee furnishes identifying information in the space provided. 

8. Read test directions to the group. — Do not memorize the test 
directions; read them verbatim each time you give the test. If you are reading 
directions which the testees are reading at the same time, adjust your reading 
speed to the slowest reader in the group. Be sure that every member of the 
group understands what he is to do before he begins the test. 

9. Time test accurately. — In every test, give the signal to begin, start 
your stop watch or interval timer, and keep accurate time. 

10. Check on testees during testing period. — Go about the room unob- 
trusively, making certain that the testees have understood the test directions. 

11. Collect all materials at close of testing period. — Check to see 
that all materials are turned in at the close of the testing period: test booklets, 
answer sheets, scratch paper, etc. Because there is great danger in the circu- 
lation of current tests, it is important to check on the return of test booklets. 

12. Allow rest periods. — Allow short rest periods between written tests 
involving more than thirty minutes of unbroken testing time. Or, if there 
are any performance tests to be given which do not involve strenuous exercise, 
these may be interspersed between written tests. 

13. Score during testing period. — If possible, score the test papers 
during the testing period so that reports may be submitted promptly. 

14. Score every test paper twice. — When scoring by hand, score every 
test paper twice, or until two successive scores agree. If part scores are to be 
added, do all additions twice. 

15. Record the score. — Record the score on the test booklet or answer 
sheet and the necessary office record. 

Test Records 

Adequate and current records are vital to the success of the testing pro- 
gram. They serve as a basis for planning and enable the Testing Staff to keep 
officials informed about the progress and accomplishments of the program. 

Accuracy and simplicity should be the outstanding characteristics of test 
records. If they are simple, they are more easily understood and more easily 
maintained. 

The following are considered the minimum requirements for an adequate 
system of records: 

Test Report Form— Army Grade.— This form is a record of the indi- 
viduaFs interpreted test score and is suggested for use in reporting test results 
to the Placement Section or other interested unit. Sample of the suggested 
form is shown on pages 14 and 15. 

In the column at the left are a list of tests and space for the addition of 
other tests. Beside the tests are descriptive phrases which explain the Army 

f rade results. When the individuaPs test has been scored, the raw score should 
e converted into the Army grade and the appropriate descriptive phrase, 
applicable to that test and that Army grade, should be encircled. On the 
reverse side of the form, identifying information on the testee should be filled 
in. From the test score and any reactions to the test situation noted by the 
person administering the test, the test technician can fill in “Observation” 
and “Recommendations.” From the Test Report Form the title of the test 
and the Army result should be entered on the qualifications card maintained in 
the Placement Section. 

The Test Report Form — Army Grade should be prepared as soon as the 
tests have been scored. It will, except in unusual cases, furnish sufficient 
information for the staff or operating unit to know what judgments it can make 
on the basis of test results. When this form has been used, it should either be 
destroyed or returned to Testing. 
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This record should be reproduced locally with any modifications needed to 
meet installation needs. 

DAILY Testing Log. — This record is a journal summarizing the testing 
done each day. Sample of the prescribed form, QMC Form 1079, is shown 
below. The Daily Testing Log should be prepared in triplicate. Entry 
should be made as soon as the Test Report Form has been completed. 
The Log should contain the name of the installation; the group tested— 
new hires or in-service personnel; the purpose of the testing — whether it is 
regular testing of new hires, or testing in connection with a special study; 
the date of testing; the name of every individual tested — in alphabetical 
sequence, last name first; identifying information about each individual; the 
title and form of each test given ; ana the raw score on each test. 
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On the first of every month, two copies of each Daily Testing Log prepared 
during the preceding month should be sent to The Quartermaster General, 
Attention: Personnel Division, Civilian Personnel Branch. 

Preparation of the Daily Testing Log w r il] enable the test technician to pre- 
pare summaries on the testing activity covering any period of time. In addi- 
tion, it will facilitate the follow-up of the placement technician on individuals 
after a specified period to determine the predictive value of a given test in terms 
of performance on the job. The Daily Testing Log will also be of use as a gen- 
eral chronological file when it is necessary to know readily what individuals 
were tested on a certain day. 

The Daily Testing Log submitted by each installation has an important 
service-wide advantage in that it furnishes the basic data for preparing revised 
norms. As data are obtained, revised norms, based on the service as a whole, 
will be issued as supplements to the Civilian Testing Handbook. The Log 
will also be useful in the Office of The Quartermaster General in determining 
the number of individuals in field installations being tested daily, the day-to-day 
distribution of the test load, and the concentration of tests according to series 
of positions. 
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Supply of Daily Testing Log, QMC Form 1079, may be obtained by sub- 
mitting AGO Requisition Form 17' to the Office of the Quartermaster General, 
Attention: General Administrative Services Division, Publications Branch. 
These forms come in pads of 100 sheets. Each installation should maintain 
not more than a ninety days' supply. 

Individual Test Record Card— Test Record Cards should be set up 
in the Testing office as an alphabetical file of every individual tested within the 
installation. They are 5" x 8" cards and may be set up as a visible index, if 
the necessary equipment is available, or as a regular upright file. Sample of 
the prescribed Individual Test Record Card, QMC Form 1070, is shown below. 

This record should be prepared after the Daily Testing Log has been com- 
pleted. Each card should contain the basic identifying data on the individual 
tested. Regarding test information, the exact title and form of each test, to- 
gether with the raw score, should be recorded. The Individual Test Record 
Card file is the working record of the test technician. It enables the test tech- 
nician to furnish a staff or operating unit with a complete test record of any in- 
dividual, in terms of the latest norms. From this file, summaries of test data 
for certain groups of individuals may be made for use prior to training or in 
connection with in-service personnel actions. In addition, based on this 
record, statistical analyses may be made to determine to what extent tests are 
being utilized profitably, to set up local norms and cutting scores, and to relate 
test data to supervisors' ratings. 

Supply of Individual Test Record Card, QMC Form 1070, may be obtained 
by submitting AGO Requisition Form 17 to the Office of The Quartermaster 
General, Attention: General Administrative Services Division, Publications 
Branch. Each installation should maintain not more than a ninety days' 
supply. 
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Section V 

INTERPRETATION OF TEST SCORES 

General 

In a working test program not concerned primarily with research or test 
construction, the most difficult part of the whole program is in the interpreta- 
tion of the scores. It is because the interpretation of test scores requires a 
knowledge of the tests, the ability to evaluate them, and the ability to see the 
implications in test scores that technically trained people are needed. A clerk 
can learn to go through certain mechanical processes and in some cases can make 
the correct deduction from the score. However, when there is a matter of 
independent judgment involved, a person who is following a rule or an estab- 
lished formula for the interpretation of test results will be at a loss to know the 
significance of the test information. 

This Section is not intended as an exhaustive treatment of test interpre- 
tation. It should be found helpful, however, in the operation of a depot testing 
program. More detailed information on the technical aspects of test interpre- 
tation may be obtained through references in the bibliography shown in the 
Appendix on page 72. 

Test Reliability 

The reliability of a test is the stability of the score it yields. The “true” 
score on a test may be thought of as being an average of all the scores which an 
individual would make if he could take the same test over and over again, with 
practice having no effect on the outcome. A completely unreliable test would 
be one which yielded scores so variable that it would be possible to obtain as 
good results by drawing lots; a completely reliable test would be one in which 
a single application yielded a very close approximation of the individual's 
“true" score. Tbe reliability of a test is largely a function of the test itself; 
that is, the number and kinds of items presented to the person being tested 
under standard conditions. 

There are various methods of reporting reliability. The following are 
some of the more common methods: 

RELIABILITY Coefficient. — The reliability coefficient is a correlation be- 
tween two measures presumed to be identical. The following are types of re- 
liability coefficients: 

Split-half Coefficient . — The split-half coefficient is a measure of relia- 
bility that can be obtained from one administration of the test by scoring the 
odd-numbered items and the even-numbered items independently and corre- 
lating these two scores. Since the resulting coefficient is based upon a test 
one-half the length of the total test taken by any individual, it is necessary to 
correct the resulting coefficient bv means of the Spearman-Brown Formula, 

Inter-form Coefficient . — Tnis type of reliability coefficient requires the 
administration of two tests which are nearly identical in type of content, but 
with no items exactly the same. In this situation, one form is administered, 
followed by the second form given to the same group, and the scores of the two 
tests are then correlated. The fact that the second form is affected by practice 
does not affect the reliability coefficient, as this practice effect is more or less 
in the nature of a constant added to all of the scores on the second test. This 
reliability coefficient is based on the assumption that the items in the second 
form are very closely patterned on the items of the first form — the resulting 
value may be lower than the true reliabilities of the tests if the assumption is 
not true. However, the inter-form reliability coefficient may be thought of as 

E artly a measure of the extent to which the tests are equivalent. This would 
e especially true if the split-half reliability coefficients were available on both 
forms for comparison. 

Test-retest Coefficient . — A third type of reliability coefficient, sometimes 
called the test-retest coefficient, is obtained by administering the same form of 
a test to the same group on two different occasions. When this is done it is 
well to allow a lapse of time — from one day to a week — between the first and 
second tests to eliminate memory of answers marked the first time. 
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Kuder-Richardson Coefficient. — A fourth method of computing re- 
liability is known as the Kuder-Richardson coefficient. This method requires 
information concerning the item difficulty, that is, the percent passing each 
item. From this information an estimate is computed oi the reliability of the 
total test. This estimate of reliability may be made also in terms of number 
of items in the test and variance of the scores on the test. 

. It is clear, then, that one does not speak of the reliability coefficient 
without specifying the exact coefficient referred to. The type of coefficient 
is not the only factor, however, which must be known in interpreting a reliar 
bility coefficient. Since these are coefficients of correlation, they aregreatly 
affected by the variability in the group on which they are based. Where a 
reliability coefficient is based upon a group representing the total range of 
ability, the coefficient would be higher than it would be if it were based on a 
group representing one level of ability. Furthermore, the reliability will vary, 
by chance, in amounts which decrease rapidly after the number taking the 
test reaches two or three hundred. Reliability coefficients based upon groups 
under one hundred may be expected to vary greatly due to this factor. 

PROBABLE Error of Score. — A second method of reporting the re- 
liability of the test is the probable error of score, sometimes known as the prob- 
able error of measurement. 

Variations from the “true” score may be attributed to two kinds of 
influences. The first is a systematic influence which tends to raise or lower 
the scores of an individual or of a group. This influence may be inaccurate 
timing of the test, improper testing room conditions which distract the person 
taking the test, or anything affecting the test score in a given direction, not 
contemplated by the test constructor at the time the test was made. The 
examiner may allow for systematic errors only by noting them on the indi- 
vidual’s test record, or by giving the test agam, if the influence is felt to be 
serious. 

The second variation is caused by the operation of chance factors. An 
individual’s score may be raised by a chance reference to pertinent information 
just before the test. Or, his score may be reduced by his suddenly forgetting 
the answer to a question which he normally would know. The effect of such 
chance errors as these is estimated by the probable error of score. 

The formula for the probable error of score takes into account the varia- 
bility of the group upon which the reliability estimate is based, since it involves 
both the standard deviation of the distribution of scores and the reliability 
coefficient. Thus, the probable error of score is independent of the range of 
talent, whereas the reliability coefficient is not. By using the probable error 
method it is possible to say what chances there are that the obtained score 
on a retest would fall within certain limits. More specifically, it is possible 
to say that there is one chance in two that a retest score will not vary from 
the obtained score on the first test due to the operation of chance factors 
more than twice the probable error of score. This concept is very useful in 
many situations. If one has test scores on a group of individuals falling within 
some class or series of positions, and from this distribution of scores has com- 
puted the mean or average acore, it is possible to tell whether another score 
obtained on another individual is significantly above or below the obtained 
mean of the group as a whole. Perhaps the greatest usefulness of the probable 
error concept is in conveying to the test technician the idea that every score 
obtained by the administration of a single test is subject to variation by the 
operation of chance within substantial limits, and that any interpretation 
based upon such obtained scores must take into account this possible variation. 
Therefore, it would not be safe to compare the performance of two individuals 
and assume that one is superior to the other when the difference between the 
scores is easily within the limits that may be accounted for by chance alone. 

Test Validity 

Test validity is generally defined as the extent to which the test is a true 
measure of the thing it is supposed to measure. Consideration of this idea 
makes it clear that mere is not a single characteristic of the test which may 

SO 



Digitized by Google 



Original from 

UNIVERSITY OF MICHIGAN 




be labelled as its “validity,” in a general sense, but that its validity must be 
considered with reference to the particular use to which the test is going to be put. 

There have been many attempts to set up mathematical estimates of test 
validity by correlating the test with other types of criteria. The scores on a 
test of information in a job area may be correlated with the supervisor’s esti- 
mates of the ability of the individuals in the group, and the result may be 
called the validity coefficient. Such an attempt may not be very successful, 
however, for the following reasons: The rating method on any rating scale is. 
subjective and therefore fallible; the individual may not have the opportunity 
to express certain potentialities on the iob; and the tests do not measure 
personal qualities that may be necessary for job success. Generally speaking, 
the validity of the test is best determined by using common sense in discovering 
that the test measures component abilities which exist both in the test situation 
and on the job. This common sense approach to the problem of validity can 
be strengthened greatly by basing the estimate of the components in the job 
on a systematic observation or job analysis. In general, this has been the 
approach which has been used in determining the make-up of the batteries 
of tests recommended for use within the Quartermaster Corps. Wherever 
possible, systematic job analyses have been, or are being made, and where 
this has not been feasible, all related information obtained from written 
sources and discussion with individuals od the job has been used. As experience 
grows, and more of the systematic type of job analysis becomes possible, it 
may be expected that the validity of tests used will increase. 

Norms 

A norm is a basis for comparison. It is a means of interpreting the raw 
score meaningfully. The process of establishing norms requires the testing of 
people, carefully selected as a representative cross section of the population 
being tested. A population tested must represent a substantial number of 
cases to insure that tne norms will be as free as possible of chance error. 

Norms are independent of the reliability of a test. An unreliable test may 
have good norms, in the sense that it has been given to many people represent- 
ing a good cross section of the population to which the norms are being general- 
ized. On the other hand, a perfectly reliable test may have no norms whatever 
because there has been no opportunity to test a representative group. 

It has been found in physical and mental measurement that by far the 
largest proportion of individuals are found near the mean of the group, while 
smaller and ever decreasing numbers fall at the extremes. In fact, this has 
been found to be true so often that it is generally assumed that any character- 
istic measurable by a test will be normally distributed in a large unselected 
population. This is the basis for the concept of the normal curve of distribu- 
tion. This fact contributes a great deal to interpretation of test data, for the 
test technician knows exactly what proportion of cases will fall between any two 
points along the base line of a normal curve because the precise equation of this 
curve is known. 

The most widely used norm is the average score of some well defined group. 
Any score may be compared to this norm by saying that it is equal to, greater 
than, or less than the average. However, this type of comparison is insufficient 
usually, and in most cases it is necessary to differentiate more closely. To do 
this, the test technician has to determine relative standing in the group, or 
standard measures of distance from the average. 

PERCENTILE Rank. — In personnel testing, the commonest type of norm is 
the percentile rank. A percentile rank or score is a statement of the individual’s 
relative standing in the group. For example, & percentile rank of 70 would 
mean that 70 individuals out of 100 would have scores the same or lower than 
the obtained score, while 30 out of 100 individuals would have scores the same 
or higher than the obtained score. 

Percentile norms have the advantage that they are easy to explain to 
individuals who know little about test scores and they are simple to establish 
for almost any population which can be tested in any considerable number. 
The Normal Percentile Chart, prepared originally by Dr. Arthur S. Otis, will 
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be helpful to the test technician in establishing percentile norms. Percentile 
ranks have a serious disadvantage in that the units of score are not the same 
from one point of the scale to another. The difference in terms of raw scores 
between a percentile rank of 10 and one of 20 will be considerably greater than 
the difference in terms of raw scores between a percentile rank of 40 and one of 
50. The reason for this is to be found in the concept of the normal curve of 
distribution. However, if this limitation is kept in mind, the percentile rank 
constitutes a very effective and easily utilized basis for comparing test scores. 
Provided the norm population is the same, it affords the means of comparing 
the scores on any number of different variables. In percentile norms based on 
a given population tested for learning ability, arithmetic computation, and any 
other test given to such a group, percentile ranks may be compared from one test 
to another. In making such comparisons, the median of the group (the 50th 
percentile point) is a uniform reference point for comparing any two scores. If 
a person has a percentile rank of 70 on an arithmetic computation test, he is 
20 percentile points above the average. In many situations, it is helpful to 
extend the basis for comparison to include the quartiles, that is, the 25th and 
the 75th percentile, and it is common usage to refer to the group falling between 
the 25th and 75th points as representing the average range. Individuals who 
fall above or below these two extremes on any test are considered for practical 
purposes to be significantly different from average. 

ARMY Grades. — Psychologists, in interpreting the results of Army tests, 
have made wide use of a system commonlv called “Army grades.” This 
system is based on the assumption that the distribution of scores in the total 
Army population will be normal and that equal distances along the same line 
of the distribution of scores will represent equal ranges of talent. Expressed in 
terms of the standard deviation, the Army grades represent a range of five 
standard deviations centering around the mean of distribution. Grade III 
represents the population falling between plus one-half standard deviation and 
minus one-hali standard deviation, a total range of one standard deviation. 
Grade II, the next higher grade, represents the population falling between plus 
one-half and plus one and one-half standard deviations. In a similar way, 
grade IV, the grade next below the average or middle grade, represents the 
population falling between minus one-half standard deviation and minus one 
and one-half standard deviations. Grades I and V, respectively, represent 
the extremes of the curve. The total range of five standard deviations will 
include 99.9% of the total population. In reporting the scores of Army Tests, 
it is customary to report them in terms of these grade values. This has been 
found to be a sufficiently fine differentiation for most practical purposes, and 
at the same time an easy method of explaining to the average person untrained 
in the field of tests and measurements. Considerable use has been found in the 
Quartermaster Corps program for this grade concept, and the five-step grades 
are used as the basis for interpreting the scores in most of the norms estaUished 
for series or classes of positions. In such cases the norms are based upon the 
group of individuals falling within that series or class and not upon all indi- 
viduals who might have taken the particular test. 

Per Cent of Items Answered Correctly.— There is a kind of 
pseudo-norm that is rather widely used in interpreting test results — the per cent 
of items in the total test which the individual answered correctly. If there are 
50 items in the test and the individual answers 30 of them correctly, he is 
assigned a score of 60 because he has answered correctly 60% of the total 
number of questions. Such norms are no better than raw scores and in some 
situations are misleading because they have a certain appearance of compar- 
ableness, ranging from 1 to 100 theoretically. For practical purposes they 
never range from 1 to 100. Practice has led to the adoption of the 70% 
mark as tne “passing” mark and the assumption has been made that these 
per cents are comparable from one test to another. They are not comparable 
from one test to another, however, since the scores are dependent upon the 
difficulty of the items included in the test. A “passing” mark on one test 
does not indicate what the individual would do on another similar test, or 
what his knowledge of the subject is in comparison with that of other 
individuals. 
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Section VI 

TEST CONSTRUCTION 



Goneral 

The kind and amount of test construction at the installation level will be 
determined by local needs. No test construction activity should originate in 
the Testing unit, but should result from a need expressed by a staff or operating 
unit within the installation. In general, the local construction activity should 
be limited to achievement tests — written or performance. 

Test construction will not be undertaken in the Office of The Quartermaster 
General, but it will be coordinated by this office. Prior approval of The 
Quartermaster General is required for the construction of aptitude tests. While 
approval is not required for the construction of achievement tests, The Quarter- 
master General should be informed of the activity*. 

The following material is given to assist the local installation in construct- 
ing achievement tests. More detailed information on the teclmical aspects of 
test construction may be obtained from references in the bibliography shown 
in the Appendix on page 72. 

Steps in Constructing o Written Test 

1 . Receive request from staff or operating unit . — Where there is 
need for a test, a written request outlining the problem should be sent to 
Testing from the staff or operating unit. 

2 . Inform The Quartermaster General . — Before initiating any test 
construction, The Quartermaster General should be informed. Wnen it has 
been determined that a suitable test is not available, and that such a test 
is not already being constructed, the local Installation will be informed by 
this office. 

3 . Determine specific area to be tested . — When Testing has been 
informed that the test should be constructed locally, the test techmcian should 
make a thorough analysis of the problem presented by the staff or operating 
unit. He should analyze all the elements of the job by on-the-job observation 
and discussion with operating supervisors. To supplement information gained 
by observation, the test technician should consult such sources as technical 

anuals, technical orders, specifications, manufacturer’s handbooks, and 
eference books of a general or technical nature. This thorough analysis will 
nable the technician to determine the specific area which the test should cover. 

4. Prepare a test plan . — Before doing any construction, the test techni- 
cian should prepare a plan from which to work. This plan should outline the 
steps to be taken and decisions to be made in construction. A written plan, 
developed before the actual construction begins, will enable the test technician 
to foresee many of the problems which may arise in constructing a test. 

5. Develop test. — At this point the test technician is ready to execute the 
plan. 

a. Write test items . The following points * are given to assist the tech- 
nician in constructing items for any written achievement test. 

(1) Make the test comprehensive, but exclude trivial and insignificant 
items. Make certain that the questions cover the elements of the joo. 

(2) Include items at all levels of difficulty to insure a significant range of 
test scores and to get discrimination. 

(3) Make sure that the individual cannot find the answer to certain items 
in the test by reading other items. 

(4) Make each item independent of the others. Do not have the correct 
answer to one item dependent upon the answer to another. 

(5) Include no item for which the answer is obvious to a person who does 
not know the subject matter. 

•Adapted from “Construction of Written Achievement Tests,” Industrial Arts and Vocational Education, September* 
October, 1943. 
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(6) Word questions in the simplest manner possible. Confine the terms 
used to the vocabulary level of enployees to be tested. 

(7) State questions clearly; exclude ambiguous items. 

(8) Keep the method of recording responses as simple as possible. Do not 
let the technique of answering test items become more difficult for the indi- 
vidual than recalling or recognizing the information needed to make the 
response. 

(9) If separate answer sheets are not being used, try to arrange blanks for 
responses along one side of the page to facilitate scoring. 

(10) Arrange items so that responses will not form a particular pattern. 

(11) Avoid the weighting of items. Each single response should be num- 
bered and should count one point. If a particular point is highly important 
and you wish to stress it in a test, call for several repsonses concerning it. 
Measure the employee’s knowledge of it by setting up several situations in 
which the point is involved. 

(12) If correction for guessing is to be made when scoring the test, this 
should be indicated in the directions. It is recommended, however, that no 
attempt be made to correct for guessing. 

(13) Directions should be complete. They should state clearly and con- 
cisely: what the individual is required to do, how the response is to be indicated, 
and where the answer is to be placed. The directions should include at least 
two samples of an item correctly answered. If different types of items are used 
in the test, there should be at least one sample of each type. Samples accom- 
panying directions should be meaningful — they should be taken from the sub- 
ject matter of the test. 

The problem of choosing the type of test item must be approached from 
the point of view of good test construction and the suitability of the type for 
the material being covered. The type of item chosen should be the one that 
measures best the objective. It should be remembered that certain types of 
items have advantages over others, but that these are specific advantages in 
specific situations. 

Some of the more frequently used test items * are: 

True-False. 

Advantages . — 

(1) It can be used to sample effectively wide ranges of subject matter. 

(2) It can be used effectively in training courses to promote interest and 
discussion. 

(3) It can be scored readily and objectively. 

Limitations . — 

(1) It has doubtful value as a measure of achievement. 

(2) It is difficult to construct items that are either completely true or false 
without making the correct response obvious. 

(3) It encourages guessing. Approximately fifty per cent of the items can 
be marked correctly without any knowledge of the subjectm atter involved. 

(4) A true-false test is likely to be low in reliability unless it includes a 
very large number of items. 

Points in constructing . — 

(1) Make approximately half of the items true and half false. 

(2) Do not make one part of a statement true and the other part false. 

(3) Do not make the true statements consistently longer than the false 
statements. 

(4) Avoid using such words as “all,” “none,” and “never,” in such a man- 
ner as to make them “specific determiners.” 

(5) Where possible, make the crucial elements come near the end of the 
statement. 

MULTIPLE Choice. — If the material is suitable, the multiple choice type 
is preferred over all other types. 

Advantages . — 

(1) It can be used to measure a wide field by measuring what one can 
recognize rather than what one can recall. 

•Adapted from “Construction of Written Achievement Testa/’ Industrial Arts and Vocational Education. September- 
October, 1M3T 
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(2) It can be varied to suit many kinds of subject matter and to measure 
various types of achievement. 

(3) It is probably easier to construct a good multiple choice question 
than any other type. 

(4) It is completely objective in scoring. 

Limitations . — 

(1) There is danger in including more than one response that can be 
marked correctly. 

Points in constructing . — 

(1) Include at least four possible responses to each question to reduce the 
possibility of guessing. 

(2) include no responses that are obviously wrong. Responses should be 
worded in such a manner that the individual must know the subject matter 
in order to select the correct response. 

(3) Use the direct question form of introductory statement in preference 
to the incomplete sentence. 

(4) Avoid the inclusion of irrelevant clues to the correct answer, such as: 
putting the correct alternative frequently in the same position, and making 
the correct answer similar to the introductory statement or longer than the 
remaining answers. 

Matching.— 

Advantages . — 

(1) Ability to recognize relationships and make associations can be 
tested readily by this type of item. 

(2) It can be made totally objective. 

(3) It tends to be highly reliable and discriminating. 

Limitations . — 

(1) It is a poor measure of complete knowledge. 

(2) There is difficulty in eliminating irrelevant clues. 

Points in constructing . — 

(1) Include at least three extra entries from which responses must be 
chosen, in order to reduce the possibility of guessing or answering by a process 
of elimination. 

(2) Always explain specifically the basis for matching. 

(3) Include only homogeneous or related materials in any one exercise. 

(4) Place the column containing the longer phrases or clauses on the left- 
hand side of the page. Have responses recorded at the left of this column. 

CLASSIFICATION. — The advantages, limitations, and points in construct- 
ing this type of test item are similar to those for the matching type. The 
classification type can be substituted for the matching when several things 
listed bear a definite relationship to other things listed. 

Multiple Response.— 

Advantages . — 

(1) It compresses many items within a relatively short test. 

Limitations . — 

(1) It is difficult to construct responses which preclude the possibility of 
guessing or arriving at the correct answers by a process of elimination. 

Points in constructing . — 

(1) Indicate in directions the need to watch for more than one correct 
response, making clear that the number of correct responses may be variable 
from one item to another. 

(2) Include enough possible responses so that the last correct alternative 
is a choice of one out of three. 

Identification. — 

Advantages . — 

(1) It may be used to measure the individual’s ability to recall the names 
of such things as tools and instruments. 

(2) It can be made to measure well the individual’s ability to detect 
errors in drawings. 

Points in constructing . — 

(1) Make sure that only one definite correct answer is possible. 

(2) Wherever practical, display the actual parts instead of using sketches. 
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If sketches are used, make sure they are clear and accurate, and of sufficient size. 
Completion.— 

Advantages . — 

(1) It requires the individual to recall specific facts. 

(2) It can be used effectively to sample a wide range of subject matter. 

(3) It has high discriminating value. 

limitations . — 

(1) It is difficult to make entirely objective. 

(2) If used indiscriminately, it tends to measure memorization of facts. 

Points in constructing . — 

(1) Do not omit more than three words in one sentence. A short statement 
with one word omitted is preferable. 

(2) Place blanks past the middle of the sentence. 

(3) Design each statement so that it will remain incomplete until the 
correct response is inserted. 

(4) Omit only key words, preferably not verbs. 

(5) If possible, construct the item so that there can be only one correct 
response. If synonyms are to be accepted, include them in the key. 

ESSAY.— 

Advantages . — 

(1) It can be used effectively to measure an individual’s ability to organize 
and express thoughts. 

(2) It can be used to measure complete understanding of certain points. 

Limitations . — 

(1) Scoring is subjective. It is time-consuming in both adminstration and 
scoring. 

(2) The small number of points that can be covered in the test results in 
a poor sampling of the subject matter. 

(3) It provides an opportunity to “bluff.” 

Points in constructing . — 

(1) State the item in a sifnple, direct manner, calling for specific things. 

(2) Write out the complete answer expected for each item, allowing one 
point for each point covered in the answer, to keep the scoring as objective 
as possible. 

After deciding on the type of item suitable for the material being covered, 
the test technician should construct a large number of test items with a view 
toward eliminating some of them. Test items should be written on cards, 
one item appearing on a card. The correct answer should be written on the 
reverse side of the card. 

b. Review test items with staff or operating people . After the tests items 
have been written and edited, the test technician should review the items with 
experts in the field covered by the test. The purpose of this review is to deter- 
mine accuracy of item content, reasonableness of distractors, and adequacy of 
coverage of the test. This information is essential to the construction of a good 
test and must come from individuals who know the field covered by the test. 

c. Make preliminary analysis of the test. A group of employees should 
be tested and an item analysis made on the basis of results. This will enable 
the test technician to eliminate poor items and, if desirable, to rank the items 
in order of difficulty. 

d. Write test in final form. 

( 1 ) Test items. At this point the test items may be put in final form. 
The number of items in the final form should be determined by the purpose of 
the test and the groups taking the test. A large number of items tends to increase 
the reliability of a test — usually, however, there should not be in excess of one 
hundred items. It is probably preferable that there be no time limit, though for 
practical administrative purposes it may be necessary to set a time limit per- 
mitting ninety-five per cent of the individuals to finish. If there is no real time 
limit, the items may be arranged logicallv in accordance with job requirements. 
If there is a time limit, the items should be arranged in order of difficulty. 

( 2 ) Directions for administering and scoring. Directions for administering 
and scoring the test should be worded carefully so that the test, insofar as 
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possible, is self-administering and readily scored. Where the test is a straight 
multiple choice test, the position of the correct answers may be made to 
correspond to a standard scoring key, thus eliminating the need to prepare a 
special scoring key. The use of separate answer sheets, in addition to being 
an economical procedure, will insure rapid scoring. 

e. Review final form with staff or operating people . The test technician 
should secure the written concurrence of staff or operating people on the test 
before it is reproduced. This review should involve the final consideration of 
items, distractors, and the coverage of the test. 

/. Determine validity . The validity of the written achievement test 
constructed locally does not have to be demonstrated by a statistical study 
attempting to relate the scores to some outside criterion. However, by con- 
ference with experts in the field, it should be determined whether tlie test 
content has a high level of face validity — whether the test reflects the require- 
ments of the job itself. 

g. Determine reliability . It is necessary to determine the consistency 
with which the test will measure. The method of establishing reliability 
should depend upon the purpose of the test and the extent of its use. If 
the coefficient method is used, it will be possible to compute the probable 
error of score which has real value in the interpretation of test scores. The 
test-re test coefficient and the inter-form coefficient may not be practical be- 
cause they involve retesting employees. The Kuder-Kichardson coefficient 
may be computed readily if item analysis values are available. If the test is 
not a timed test, the split-half coefficient is a very practical method. If the 
test is a timed test, the split-half coefficient should not be used. 

h . Establish norms . It will be necessary to set up local norms in order 
to report meaningful test results within the installation. 

6. Send test and norms to The Quartermaster General . — Six copies 
of the test and norms should be sent to The Quartermaster General, Attention: 
Personnel Division, Civilian Personnel Branch. 

Problems in Constructing a Performance Test 

Construction of a performance test involves problems that are different, 
and, in some ways, more difficult to solve than those involved in constructing 
a written achievement test. Less assistance can be found in reference materifid 
and much of the work is of a pioneering nature. The performance test, being 
more time-consuming than the written test, more complicated to score, ana, 
in some cases, more difficult to validate, presents its own problems in construc- 
tion. The decision to construct a performance test should be made only after 
a careful study’of the difficulties involved. The following are special problems 
in constructing a performance test: 

2. Determination of specific area to he tested . — The test technician 
should make a thorough analysis of the problem presented by the staff or operat- 
ing unit. The test technician should analyze the total job involving the opera- 
tion of the equipment, or the use of the skill which the test is intended to measure. 
He should list the equipment used, operations in chronological order, and any 
key points involved in performance. The purpose of this job analysis is to 
discover those elements of the job which are common to the largest portion of 
the work performed, so that these elements may be included in the test situa- 
tion. For example, in the fork-lift operation, it would be desirable first to 
determine the kinds of manipulations most commonly performed. If an opera- 
tion occurs very infrequently or is performed only by a small number of the 
most highly skilled operators, this element should not be included in the 
performance test. 

2 . Testing equipment . — If production equipment is to be used, arrange- 
ments should be made either to have certain equipment designated for testing 
purposes exclusively, or available for use at scheduled times. Where perform- 
ance tests involve the construction of special equipment, a detailed plan or 
blueprint should be prepared before any construction is undertaken. After 
one set of equipment has been constructed, it should be tried out to discover 
possible deficiencies. 
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3. Administration and scoring . — Since most performance tests must be 
administered individually, it is important to devise a test which can be given 
in a reasonable length of time. Every attempt should be made to reduce the 
length of time to a minimum consistent with obtaining the desired degree of 
measurement. In addition, the test should be of such a nature that it may be 
easily administered and scored. Administration and scoring should not re- 
quire the judgment of experienced workers. Since scoring is one of the most 
important aspects in constructing a performance test, it should be worked out 
in detail at the time the test is constructed. The criterion for judging the 
scoring scheme is whether or not it yields scores along a continuum with suffi- 
cient possible range of scores to measure a wide variation in skill. It may be 
desirable for scoring purposes to devise a check list of operations involved in 
the test. If the situation calls for relative weighting of test elements, it is 
possible to use multiplying factors to give added weight to the more important 
elements. The sum of the weights would yield the score on the test. Where 
the performance test requires the individual to construct from a blueprint, 
it is possible to score the test bv setting up certain tolerances for each of the 
critical measurements and penalizing the individual for departure from these 
tolerances. In another situation, the best method may be to score from a 
series of graded samples. The specimen constructed would be compared with 
the graded samples. In still another performance test, where the projection 
of items is involved, the scoring may be based upon the totJSal production per 
unit of time. There are, then, various methods of scoring which should be 
considered when a performance test is being constructed. 
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TABLES OF NORMS 



The Tables of Norms are divided into three Parts. An Index pre- 
cedes each Part. 



Pari 'One — Index Page 

Each table in Part One gives, for a specified population, the entire raw 
score distribution on the test, and the corresponding percentiles within Army 
grades. 

Teat Population Page 

Learning Ability, Form 5 Clerical 30 

Learning Ability, Form 5 Mechanical 30 

Learning Ability, Form 5 General. 31 

Classification, CA3 (Part A) Clerical 31 

Filing, CA3 (Part A) Clerical 32 

Checking, CA3 (Part A) Clerical 32 

Clerical Aptitude, CA3 (Part A — Classifies- Clerical 33 

tion, Filin g , and Checking combined). 

Arithmetic Computation, CA3 (Part A) Clerical 33 

Number Speed, CA4K (Form A) Clerical 34 

Typing (AGO Experimental — Fisheries). 

Words Per Minute Clerical-Typist 34 

Errors Clerical-Typist' 35 
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POPULATION : Clerical Employees. 
TEST: Learning Ability Test, Form 5, 



GRADE i 



Raw Score: Percentile 

76- or higher 99 

74-76 98 

73 97 

72 96 

71 96 

70 94 

69-.-.- i 93 

GRADE II 

68--- 92 

67 91 

66 89 

66 88 

64 86 

63 86 

62 83 

61 81 

60 79 

59 76 

58 74 

57 71 



GRADE III 



Raw Score — Con. Percentile 

56 68 

55 65 

54 62 

53 59 . 

52 55 

SI... 52 

50 48 

49 45 

48 42 

47 39 

46 36 

GRADE IV 

45 33 

44 31 

43 28 

42 26 

41 24 



grade nr — continued 



Raw Score— Con. Percentile 

40 22 

39 20 

38 18 

37 17 

36 15 

35.. 14 

34 12 

33 11 

32 10 

GRADE V 

31 _ 9 

30 7 

29 6 

27-28 5 

26 4 

25. 3 

23-24 2 

22 or below 1 



Army Grade: Percentile Interpretations 

I 93-99 Suitable for highest type of clerical work involving supervisory 

or administrative duties (CAF-10 and higher). 

II 70-92 Suitable for a high type of clerical work involving some super- 

visory or semi-administrative duties (CAF-4 to -9). 

III 35-69 Suitable for clerical work of moderate difficulty or complexity 

(CAF-3). 

IV 10-34 Suitable for low-grade clerical work of simple routine nature. 

V 1- 9 Not recommended for clerical work of any kind. 



POPULATION: Mechanical Employees. 
TEST: Learning Ability Test, Form 5. 



GRADE I 



Raw score: Percentile 

70 or higher 99 

67-68 98 

65-66 97 

64 96 

63 95 

62 94 

61 93 



GRADE II 

60 92 

59 91 

58 90 

57 89 

56 88 

55 86 

54 85 

53 83 

52 82 

51 80 

50 78 



grade n — continued 



r score — Con. 


Percentile 


49 


76 


48 


74 


47 


71 



GRADE III 




46 


69 


45 


67 


44 


65 


43 


62 


42 


60 


41 


58 


40 


56 


39 


53 


38 


51 


37 


48 


36 


46 


35 


44 


34 


41 


33. 


39 


32 


36 



N 

3311 Mechanical Learner Applicants. 



GRADE iv 



Raw score — Con. Percentile 

31-.- 34 

30 32 

29 29 

28 27 

27 25 

26.. 23 

25 21 

24 19 

23 16 

22 15 

21 13 

20 11 

19 10 

GRADE V 

18 8 

17 6 

15-16 5 

14 4 

13 3 

11-12 2 

10 or below 1 



30 



Digitized- by 



Google 



Original from 

UNIVERSITY OF MICHIGAN 




POPULATION: General Employees. 

TEST: Learning Ability Test, Form 5. 

grade i I grade ii — continued 

Raw score: Percentile Raw score — Con. Percentile 



72 99 

70-71 98 

69 97 

68 97 

67. 96 

66. 96 

65 95 

64 93 



GRADE II 

63 92 

62 91 

61 1 90 

60 89 

59 87 

58 85 

57 84 

56 82 

55 80 

54 78 

53 76 



52 


74 


51 


72 


50 


70 


GRADE III 




49 


68 


48 


66 


47 


63 


46 


61 


45 


58 


44 


56 


43 


53 


42 


51 


41 


48 


40 


46 


39 


43 


38 


39 


37 


38 


36-. 


36 


GRADE IV 




35 


3? 



grade iv — continued 



Raw score — Con. Percentile 

34 31 

33 29 

32 27 

31 25 

30 23 

29 21 

28 19 

27 17 

26. 16 

25 14 

24 13 

23 11 

22 10 

GRADE V 

21 8 

20 7 

■ 19 6 

18 5 

16-17 4 

14-15 3 

12-13 2 



N 

12026 — WPASC, SPASC, ROASC, SASC, OASC, combined according to Size of Activity* 




POPULATION : Clerical Employees. 
TEST: Classification Test, CA3 (Part A) 



grade ii — continued 

GRADE I 

„ „ Raw Score — Con. Percent He 

Raw Score: Percentile 07 74 

126-146 100 66 . _~l" 73 

114-125 99 65 72 

109-113 98 64 71 

104-108 97 63 _ 70 

99-103 96 



.98-. 95 

96-97 94 

94-95 93 



GRADE IT 

92-93 92 

90-91 91 

88-89 90 

86-87 89 

84-85 88 

83 87 

82 86 

80-81 85 

78-79 84 

77 83 

76 82 

74-75 81 

73 80 

72 79 

71 78 

70 77 

69 76 

68 75 



GRADE III 



62 


69 


61 


67 


60 


66 


59 


64 


58 


63 


57 


62 


56 


61 


55 


60 


54 


59 


53 


57 


52 


56 


51 


54 


50 


52 


49 


50 


48 


49 


47 


47 


46 


45 


45 


43 


44 


41 


43 


40 


42 


38 


41 


36 



GRADE IV 



Raw Score — Con. Percentile 

40 34 

39 33 

38 31 

37 29 

36 28 

35 26 

34 25 

33 23 

32 22 

31 21 

30 19 

29 18 

28 17 

27 16 

26 15 

25 14 

24 13 

23 12 

22 11 

21 10 

GRADE V 

19-20 9 

18 8 

17. 7 

15-16 6 

13-14 5 

11-12 4 

8-10 3 

4-7 2 

1-3 1 



N 

818 War Department civilian clerical employees in three field installations and two depart- 
mental offices. 
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POPULATION: Clerical Employees. 
TEST: Filing Test, CA3 (Part A). 



GRADE i 



Raw Score: Percentile 

100-120 100 

91-99 99 

86-90 98 

82-84 97 

78-81 96 

76-77 96 

74 94 

73 93 



GRADE II 

72... 92 

71- — . 91 

70 90 

68-69-. 89 

67 * 88 

66. 87 

65 85 

64 84 

63 83 

62 82 

61 80 

60. 79 

59 77 



grade n — continued 



Raw Score — Con. Percentile 

58 75 

57. 73 

56 70 

GRADE III 

55 68 

54 66 

53 64 

52— 62 

51 61 

50 58 

49 56 

48 53 

47 50 

46 47 

45 43 

44 40 

43 38 

42 36 

GRADE IV 

41 - 34 

40 32 

39 30 

38 28 



grade iv — continued 



Raw Score — Con. Percentile 

37 26 

36 25 

35 23 

34 22 

33. 20 

32. 19 

31 18 

30. 16 

29 15 

28 14 

27 12 

26. 11 

24-25 10 

grade v 

23 9 

22 8 

21 7 

19-20 6 

17-18. 5 

15-16 4 

12-14 3 

9-11 2 

4-8 1 

0-3 0 



N 

818 War Department civilian clerical employees in three field installations and two depart- 
mental offices. 



POPULATION: Clerical employees. 
TEST: Checking Test, CA3 (Part A). 



grade x 



Raw Score: Percents 

180-209 100 

164-179 99 

158-163 98 

152-157 97 

149-151 96 

147-148 95 

145-146 94 

144 93 

GRADE II 

142-143 92 

140-141 91 

138-139 90 

137 89 

136. 88 

134-135 87 

133 86 

131-132 85 

130 84 

128-129 83 

127. 82 

125-126 81 

124 80 

123 79 

122 78 

121 77 

120 76 

119 75 

118 74, 

117 72 

116 71 

115 70 



GRADE III 



Raw Score — Con. Percentile 

114 68 

113 67 

112 65 

111 64 

110 62 

109 61 

. 108 59 

107 58 

106 56 

105 55 

104 53 

103 52 

102 50 

101 49 

100 48 

99 47 

98 46 

97 45 

96 44 

95 43 

94 41 

93 40 

92 39 

91 37 

90 36 



GRADE IV 

89 34 

88 33 

87 32 

86 31 



grade iv — continued 



Raw Score — Con. Percentile 

85 29 

84... 28 

83 27 

82 26 

81-.-_ 26 

80 24 

79 23 

78 22 

77 21 

76 20 

75 19 

74 18 

73 17 

71-72 15 

69-70 14 

67-68 13 

66 12 

64-65 11 

63 10 



GRADE V 



62 9 

61--- 8 

58-60 7 

55-57 6 

52-54 5 

49-51 4 

45-48 3 

39-44 2 

24-38 1 

12-23 0 



818 War Department civilian clerical employees in three field installations and two depart* 
mental offices. 
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POPULATION: Clerical Employees. 

TEST: Clerical Aptitude, CA3 (Part A — Classification, Filing, and Checking Tests Combined) . 



GRADE i 



Raw score: Percentile 

359-399 100 

336-358 99 

326-335 98 

317-325 97 

309-316 96 

303-308 95 

297-302 94 

292-296 93 

GRADE II 

288-291 92 

285-287.. 91 

281-284 90 

277-280 89 

272-276 88 

268-271 87 

265-267 86 

262-264 85 

259-261 84 

257-258 83 

254-256 82 

252-253 81 

250-251 80 

247-249 79 

245-246 78 

243-244 77 

241-242 76 

239-240 75 

237-238 74 

235-236 73 

233-234 72 

230-232 71 

229 70 



GRADE III 



Raw score — Con. Percentile 

227-228 69 

225-226 68 

224 67 

222-223 66 

220-221 65 

219. 64 

218 63 

216-217 62 

215 61 

213-214 60 

212 59 

211 58 

209-210 57 

208 56 

206-207 55 

205 54 

204 53 

202-203 52 

201 51 

200 50 

198-199 49 

197 48 

195-196 47 

194. 46 

192-193 45 

191 44 

189-190 43 

188 42 

180- 187 41 

185 40 

183-184 39 

181- 182 38 

180 37 

173-179 36 

176-177 35 



GRADE IV 



Raw score — Con. Percentile 

174-175 34 

172-173 33 

171 32 

169-170 31 

167-168 30 

165-166 29 

164 28 

162-163 27 

160-161 26 

157-159 25 

155-156 24 

152-154 23 

150-151 22 

147-149 21 

145-146 20 

143-144 19 

141-142 18 

139-140 ... 17 

137-138... 16 

135-136 15 

132-134 14 

130-131 13 

127-129 12 

123-126 11 

119-122 10 

GRADE V 

116-118 9 

112-115 8 

107-111 7 

101-106 6 

96-100 5 

90-95 4 

82-89 3 

72-81 2 

50-71 1 



N 

818 War Department civilian clerical employees in three field installations and two depart- 
mental offices. 



POPULATION : Clerical employees. 

TEST : Arithmetic Computation Test, C A3 (Part A) . 



GRADE i 



Raw score: 


Percentile 


68-73 


.. 100 


64-67 


99 


61-63 


98 


59-60 


97 


58 


96 


56-57 


95 


55 


94 


54 


93 


GRADE n 


53 


91 


52 


90 


51 


88 


50 


86 


49 


84 


48 


83 


47 


81 


46 


79 


45 


78 


44 


76 


43 


73 


42 


71 



GRADE III 



r score — Con. 


Percentile 


41 


69 


40 


67 


39 


65 


38 


62 


37. 


60 


36 


58 


35 


55 


34... 


53 


33 


51 


32 


49 


31.... 


47 


30 


44 


29 


42 


28 


40 


27 


37 


26 


35 


GRADE IV 


25 


33 


24 


30 


23 


27 



grade iv — continued 



Raw score — Con. Percentile 

22 25 

21 22 

20 19 

19 17 

18 15 

17 13 

16 11 



grade v 



15 9 

14 7 

13 6 

12 5 

11 4 

10 3 

9 2 

8 2 

5-7 1 

0-4 0 



515 War Department civilian clerical employees in one field installation and two depart- 
mental offices. 
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POPULATION : Clerical Employees. 

TEST: Number Speed Test, UA4K (Form A). 

grade i 



Raw Score: Percentile 

110 100 

105-109 99 

100-104 98 

99-100 97 

96-98 96 

95. 95 

92-94 94 

90-91 93 

GRADE II 

89 92 

88 91 

87 90 

86 89 

85 88 

83-84 87 

82 86 

81 84 

80 83 

79 82 

78 80 

77 79 

76 78 

75 76 

74 75 

73 73 



grade ii— continued 
Raw Score— Con. 

Percentile 



72 71 

70-71 70 

GRADE III 

69 68 

68 67 

67 65 

66 62 

65 60 

64 58 

63 56 

62 55 

61 53 

60 52 

59 50 

58 48 

57 46 

55-56 44 

54 42 

53 38 

52 37 

51 35 

GRADE IV 

50 34 

49. 32 



grade iv- continued 
Raw Score — Con. 

Percentile 



48 30 

47 29 

46 27 

45 25 

44 24 

43 22 

41-42 20 

40 19 

39 17 

38 16 

37 15 

36 14 

35 13 

34 12 

33 11 

32 10 

GRADE V 

30-31 9 

29 8 

27-28 7 

25-26 6 

23-24 5 

20-22 4 

19 3 

1-18 0 






N 

272 Applicants for clerical positions, Jersey City Quartermaster Depot, tested between 1 
September and 1 November 1944. 



POPULATION: Clerical-Typist Employees. 

TEST: Typing (A. G. O. Experimental — Fisheries — Words per Minute). 



GRADE i 



Standard words per 

minute: Percentile 

69 99 

65-68 98 

62-64 97 

61 96 

60 94 

59 93 

GRADE II 

58 92 

57 91 

56.. 90 

55 89 

54 88 

53 86 

52 84 

51 82 

50 80 

49 78 

48 76 

47 73 

46. 71 



N 



GRADE III 

Standard words per 



minute — Con. Percentile 

45 68 

44 65 

43 62 

42 59 

41 56 

40 53 

39 50 

38 46 

37 45 

36 40 

35 38 

34 35 

GRADE IV 

33 32 

32 30 

31 27 

30 24 



grade iv— continued 
Standard words per 



minute— Con. Percentile 
29 23 

28 c 20 

27 18 

26 16 

25 14 

24 13 

23 11 

GRADE V 

22 9 

21 8 

20 7 

19 6 

18 5 

17 4 

15-16 3 

12-14 2 

0-11 1 



202 Applicants for clerical-typist positions at Jersey City Quartermaster Depot. 
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POPULATION : Clerical-Typist Employees. 

TEST: Typing (A. G. O. Experimental— Fisheries — Error Norms). 



GRADE i 



Total errors: PerceidUe 

1-2 99 

98 

6 97 

7 95 

8 94 

GRADE II 

9_ _____ _ 92 

10 88 

11 84 

12 80 

13 76 

14 72 

GRADE III 

15. 67 

!&____ 64 



grade hi— continued 
Total errors — Con. Percentile 



17 61 

18 57 

19 53 

20 50 

21 46 

22 43 

23 40 

24 37 

GRADE IV 

25 34 

26 31 

27 28 

28 25 

29 22 

30 20 

31-33 19 

34-35 17 



grade iv— continued 
Total errors — Con. Pet cent at 



36 16 

37. 14 

38 13 

39-40 12 

41 11 

42-43 10 

GRADE V 

44-45 9 

46 8 

47 7 

48-49 6 

50-54 5 

55-60 4 

61-65 3 

66-75 2 

76 1 



N 

202 Applicants for clerical-typist positions at Jersey City Quartermaster Depot. 

Error score represents total errors during 15 minutes testing time, computed according to 
International Typewriting Contest Rules. 
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Part Two — Index Pago 



Each table in Part Two gives, for various populations, the raw scores on 
the test which correspond to the Army grades. 



Tut 

Learning Ability, Form 5 

Classification, CA3 (Part A)... 

Filing, CA3 (Part A) 

Checking, CA3 (Part A) ■ 

Clerical Aptitude, CA3 (Part A — Classification, Filing, and Checking 
combined) 

Arithmetic Computation, CA3 (Part A)... 

Number Speed, CA4K (Forms A and B) 

Shorthand, CA4L (Form A) 

Military Correspondence, CA4Y 

Oral Directions 

Shoe Inspection 

BQMD Wool Inspection 



Page 

37 

38 

38 

39 

39 

40 

40 

41 

41 

42 

42 

43 
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Learning Ability*— Form 6 
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CUHcal Aptitude — CAS, Part 4* ChiMiftcation Test 
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Part Three — Index Page 

Each table in Part Three gives, for each test in the suggested battery for 
that population, the raw scores which correspond to the Army grades. 



Population p 

Checker — 45 

Clerk — Fiscal 46 

Clerk — General 47 

Clerk — Mail, File, Records 48 

Clerk— Property Procurement 49 

Clerk — Senior Property 50 

Clerk — Statistical 51 

Clerk — Stenographer 52 

Clerk — Typist 53 

Inspector — All 54 

Inspector — Shoe 54 

Inspector — Wool 55 

Laborer 56 
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APPROVED LIST OF TESTS AND EQUIPMENT 



Cleeton-Mason Vocational Apti- Psychological Corporation, New York, 
tude Examination for Sales, 

Technical and Executive 
Groups. 

Du rost- Walker Correlation World Book Company, Yonkers-on-Hudson. 

Chart. 

Iowa Placement Examination — Psychological Corporation, New York. 
Chemistry Aptitude. 

Kuder Preference Record Science Research Associates, Chicago. 

Minnesota Rate of Manipulation Psychological Corporation, New York. 

Test. 

Minnesota Spatial Relations Psychological Corporation, New York. 

Test. 

Otis Normal Percentile Charts. _ World Book Company, Yonkers-on-Hudson. 
Pennsylvania Bi-Manual Work- Educational Test Bureau, Philadelphia, 
sample. 

Pintner Non-Language Test World Book Company, Yonkers-on-Hudson. 

Purdue Pegboard Science Research Associates, Chicago. 

Purdue Test for Blueprint Read- Science Research Associates, Chicago, 
ing. 

Revised Beta Examination Psychological Corporation, New York. 

Stencil Punch International Business Machines, New York. 

Stop Watches or Interval Timers. Eastman Kodak Company, Rochester, New 

York. 

Watson-Glaser Tests of Critical World Book Company, Yonkers-on-Hudson. 
Thinking. 

Books listed in bibliography. 

Materials for the construction of such tests as depth perception, hand, foot and 
eye coordination, etc. 
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SAMPLE STATEMENT OF CIVILIAN TESTING POLICY AND 

PROCEDURE 



[Note : This Statement is intended only as a guide and should be adapted to meet local needs] 

1. CIVILIAN TESTING SECTION. In order to increase the effective- 
ness of personnel utilization, a Testing Section (or Sub-Soction) has been 
established in the Civilian Personnel Branch. The fofiowing functions are 
hereby assigned to the Testing Section: 

a. Selects appropriate batteries of tests in terms of job requirements. 

b. Administers, scores, and interprets all tests used in connection with 
placement, training (except course quizzes), and employee relations activities. 

c. Conducts testing surveys at the request of operating officials and pro- 
vides suitable reports of results through proper channels. 

d. Conducts the necessary research to establish local norms and to deter- 
mine the validity of experimental tests. 

e. Constructs new tests (not course quizzes) as required. 

f. Maintains necessary records. 

g. Coordinates testing with other phases of civilian personnel. 

2. POLICY AND USE OF TEST RESULTS. It will be the policy to 
administer tests only to meet specific needs. There will be no “testing for 
testing's sake." Experience, both in Army installations and in industry has 
proved, however, that the wise use of tests can, in an economical and reliable 
way, furnish objective information on employee aptitudes, skills and abilities 
which is helpful to staff and operating officials. Such information, in conjunc- 
tion with other pertinent factors, may be used in the following ways: 

a. To help in making the most suitable initial placement of employees. 

b. To help in making reassignments and promotions. 

c. To help in selecting for training those employees who have the ability 
or aptitude necessary for successful performance. 

d. To help in discovering and evaluating employees who have adjustment 
problems, in an effort to establish and maintain high morale. 

e. To help in the supervision of employees. 

3. PERSONNEL TO BE TESTED AND PROCEDURE. 

a. All new employees will be given appropriate tests at the time of their 
employment. The results of such tests are available to proper operating 
officials through the Placement Section (or Testing Section). 

b. Individual employees or groups of employees may be tested at the 
specific request of operating officials or of the Placement Section. Requests 
for testing service should be sent to the Chief of Placement (or Chief of Testing). 
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CIVILIAN PERSONNEL TESTS AVAILABLE * 



INDEX PAGE 

Page 

GENERAL INFORMATION 62 

GENERAL APTITUDE TESTS 62 

Learning Ability Test 62 

Reasoning Test 63 

Scrambled Sentences 63 

CLERICAL APTITUDE AND SKILL TESTS 63 

General Clerical Abilities Test 63 

Clerical Aptitude, Part A, Speed 63 

Clerical Aptitude, Part B, Fundamentals 63 

Number Speed Test 64 

Shorthand Test 64 

Typing Test (Paragraphs and Tables) 64 

MECHANICAL APTITUDE TESTS 64 

Mechanical Knowledge 64 

Visual Discrimination 65 

Space Relations 65 

Inspection Speed 65 

Paper Form Board Test 65 

Figure Cancellation Test 65 

General Mechanical Abilities Test 65 

TECHNICAL APTITUDE TESTS 65 

Technical Reading 65 

Technical Mathematics 66 

Mathematical Ingenuity Test 66 

Elementary Electricity 66 

Drafting Aptitude Test 66 

ACHIEVEMENT TESTS 66 

1. CLERICAL 66 

English Series: 

Spelling Test 66 

Word Division in Typing Test 67 

Punctuation Test 67 

Compound Words Test 67 

Grammar Test 67 

Word Selection Test 67 

Military Correspondence 67 

Arithmetic Computation Achievement Test 68 

2. TECHNICAL 68 

Electricity and Radio Test 68 

3. SPECIAL 68 

Civilian Pay Roll Clerk Test 68 

Shoe Inspection Test 68 

War Department Shipping Document Test 68 

Vendors Shipping Document Test (QMC Edition) 68 

QMC Quality Control Test 68 

QMC Sampling Inspection Test 69 

Warehouse Operations Test — Packers 69 

Warehouse Operations Test — Checkers 69 

Warehouse Operations Test — Storekeepers 69 

RATING SCALES 69 

Ability and Performance Rating Scale 69 

Employee Rating Scale 69 

Supervisor Rating Scale 70 

ADDITIONAL MATERIALS 70 



• Adapted from ChUian Pewnnel Teete Available far Field Use, W. D., The Adjutant General’s Office, January 1945. 

61 



Digitized 



^Google 



Original from 

UNIVERSITY OF MICHIGAN 



GENERAL INFORMATION 



This list includes the best available AGO tests in each field or series. 
Some experimental tests about which little is known have been listed if they 
cover areas in which no fully standardized tests are available. Some tests 
which have been in use for a long time have not been listed if improved tests 
covering those areas are available. Of the tests constructed for particular 
offices or installations, only those considered to have some general usefulness 
have been listed. 

Requests for test materials . — Under ASF policy, test materials are shipped 
on request to only those field installations which have approved civilian per- 
sonnel testing programs. Where installations are authorized to order tests 
direct from The Adjutant GeneraTs Office, requests for tests should be sub- 
mitted to Personnel Research Section, Classification and Replacement Branch, 
The Adjutant General’s Office, 270 Madison Avenue, New York 16, New York. 
A copy of each request should be forwarded to the Office of The Quartermaster 
General, Attention: Personnel Division, Civilian Personnel Branch. All re- 
quests should include the complete title of the test and the old code, if any, 
exactly as given in the list; and the material name , code, and quantity of each 
type of material required. 

Norms . — These are mentioned in the test descriptions only when the norms 
are printed in the test manuals or directions booklets. Additional normative 
data are available in considerable variety. A booklet of norms is in prepara- 
tion, covering the following tests: 

Clerical Aptitude, CA-3, Part B, Fundamentals. 

Compound Words, CI-067a and b. 

Figure Cancellation, CZ-048a. 

Grammar, CI-062a and b. 

Learning Ability, CG-056a and b (mechanical employees and several 
specific occupations). 

Mechanical Knowledge, CM-042a. 

Military Correspondence, CI-049a. 

Number Speed, CC-089a. 

Paper Form Board, CG-106a. 

Reasoning, CG-082a. 

Scrambled Sentences, CG-081a. 

Spelling, CI-069a and b. 

T echnical Reading, CT-053a. 

Word Division in Typing, CI-060a and b. 

W ord Selection, CI-071a and b. 

The latest available norms for other tests will be supplied on request. The 
request should include a description of the group tested and the occupation 
under consideration. 



General Aptitude Tests 



These tests measure only the verbal aspects of general mental ability. 
Some mental ability tests of non-verbal types are included in the list of Mechani- 
cal Aptitude Tests, however. 

Learning Ability Test . — This test measures general verbal intelligence. 
Norms for Form 5 are available. (See Tables of Norms, Part One.) Form 5 
was prepared by Civilian Personnel Section, Personnel and Training Division 
Headquarters, Air Service Command. 



No. of Items: 90 
Time Limit: 30 min. 
Score: No. right 



Materials 

Test Booklet, Form|5 
Test Booklet, Form 6 
Directions, Form 5 
Directions, Form 6 
Answer Sheet 



Codes 

CG-056a 
CG~056b 
CG-056a, D 
CG-056b, D 
ITS-1101* 



Scoring Stencil '(same for both forms) CG-056a, K 



•Full code: IBM Form l. T. S. 1000 A 1101. 
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Reasoning Test, CA4M . — This test measures inductive reasoning ability by 
requiring the examinees to estimate the probable causes or consequences of 
various situations which are described in the test items. It is most useful in 
groups ranging from average to superior. 



No. of Items: 50 
Time Limit: 1 hr. 
Score: R-W/3 



Materials 

Test Booklet 
Directions 
Answer Sheet 
Scoring Stencils (2) 



Code* 



CG-082a 
CG-082z, D 
ITS-1101 
CG-082a, KR 
CG-082a, KW 



Scrambled sentences, CA 4 N . — This test measures one aspect of verbal 
intelligence, at levels ranging from slightly below average to superior. 



No. of Items: 40 
Time Limit: 16 min. 
Score: R-W/4 



Materials 

Test Booklet 
Directions 
Answer Sheet 
Scoring Stencils (2) 



Codes 



CG-081a 
CG-081z, D 
CZ-077z, A 
CG-081a, KR 
CG-08Ia, KW 



Clerical Aptitude and Skill Tests 

Some of these tests measure speed and accuracy in checking, coding, 
classifying, alphabetizing, computing, etc.; others measure general verbal 
and arithmetical reasoning abilities similar to those measured by the tests 
listed under “General Tests”; while still others measure essential clerical 
skills, such as arithmetic, typing and shorthand. 

General Clerical Abilities Test , — This test is made up of six subtests. It 
measures various aspects of facility (speed and accuracy) in performing rela- 
tively routine types of clerical work, and of the mental abilitv required in per- 
forming the more complex types of clerical work. Provisional percentile norms 
are provided as follows: for each subtest; for a total clerical speed score consist- 
ing of the Alphabetical Order, Number Reversal, Coding, and Number Speed 
scores combined; and for a mental ability score consisting of the Word Meaning 
and Arithmetic scores combined. Preliminary data indicate that various 
combinations of subtests yield useful estimates of aptitude for a considerable 
variety of clerical occupations. 

No. of lime 



Subtest Items Limit Score Materials Codes 

Alphabetical Order 150 5 min. No. right Test Booklet (exp.)* CC~105a 

Number Reversal 150 5 min. No. right Directions CC-105a,Dr 

Coding 100 5 min. No. right Scoring Stencils and CC-105al,K 

Number Speed 126 5 min. No. right Keys (6) CC-105a2,K 

Word Meaning 80 10 min. No. right CC-105a3,K 

Arithmetic 20 30 min. 2 x No. right CC-105a4,K 

CC-105a5,K 

CC-105a6,K 



Clerical Aptitude CAS, Part A, Speed . — This test is made up of 4 subtests. 
It measures various aspects of facility (speed and accuracy) in performing rela- 
tively routine types of clerical tasks. The Arithmetic Computation subtest 
measures facility in addition, subtraction, multiplication, and division of whole 
numbers, fractions, and decimals. Percentile norms are provided for each 
• subtest, and for the total score on the Classification, Filing, and Checking sub- 
tests combined. (See Tables of Norms, Part One.) 



Subtest Items Limit Score Materials Codes 

Classification 148 5 min. No. right Test Booklet CC-039a 

Filing 148 5 min. No. right Manual CC~039a,M 

Checking 294 10 min. No. right Answer Sheet CC-039a,A 

Arith. Comp 75 30 min. No. right Scoring Stencils (2) CC-039al,K 

CC-039a2,K 



Clerical Aptitude CAS, Part B, Fundamentals . — This test is made up of 
3 sub tests. It measures various aspects of mental ability required in performing 

* (exp.)— expendable booklet. 
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the miore complex types of clerical work. The Arithmetic subtest consists en- 
tirely of questions of the reasoning type. 



No of Time 

Subtest Items Limit Score Materials Codes 

Vocabulary 64 None No. right Test Booklet CC-040a 

Reading 60 None No. right Directions CC-040a,D 

Arithmetic 50 None No. right Answer Sheet CC-040a,A 

Scoring Stencil CC-040a,K 



Number Speed Test, CA4K. — This test consists of very easy problems in 
addition, subtraction, multiplication, and division of whole numbers. It 
measures facility (speed and accuracy) in working with numbers, rather than 
range of knowledge of arithmetical processes; the latter may be appraised by 
using the Arithmetic Computation Achievement Test. (Norms for Form A 
are snown in Tables of Norms, Part One) 



No. of Items: 117 * 
Time Limit: 5 min. 
Score: No. right 



Materials 



Codes 



Test Booklet, Form A (exp.) 
Test Booklet, Form B (exp.) 
Directions 

Scoring Key, Form A 
Scoring Key, Form B 



CC-089a 
CC-089b 
CC-089z, D 
CC-089a, K 
CC-089b, K 



Shorthand Te$t, CAJ^L. — In this test, the examinees are required to correct 
mutilated transcriptions provided in the test booklets. These mutilated 
transcriptions contain all the errors made by more than one stenographer in 
transcriptions prepared in a preliminary experiment. The examinees are not 
required to prepare typed transcriptions. The test, therefore, measures 
shorthand proficiency independent of typing ability, and the scoring is greatly 
simplified. (Norms for Form A are shown in Tables of Norms, Part Two) 



Dictation Exercise 

1 . (60 words per minute) 

2. (80 words per minute) 

3. (100 words per minute) 



Time Limit 

3 min. 

2% min. 

1 % min. 



Materials 

Test Booklet, Form A 
(exp.) 

Test Booklet, Form B 
(exp.) 

Directions 

Shorthand Test Sheet 
Scoring Key, Form A 
Scoring Key, Form B 



Codes 

CC- 087a 

CO087b 

CC-087Z, D 
CZ-Ollz, A 
CO087a, K 
CC-087b, K 



Quality Score: No. right. 

Time Score: Number of minutes required to complete correction of the three letters, 



Typing Test (. Paragraphs and Tables ). — In preparation. 



Mechanical Aptitude Tests 

These tests measure various aspects of mechanical aptitude. General 
mental ability, which is an important factor in mechanical aptitude, is measured 
by tests listed under General Aptitude Tests. Specialized knowledge, and 
aptitude for some particular occupations, are measured by tests listed under 
Achievement Tests and Technical Aptitude Tests. At the present time, no 
apparatus tests are available. 

Mechanical Knowledge, MAS A. — This test measures general knowledge of 
tools and their uses, basic mechanical principles, and devices for transmitting 
power. The scores indicate effective interest in mechanical things — the kina 
of interest that is based on aptitude, knowledge, and insight. 



Subtest 


No. of Time 

Items Limit 


Score 


Materials 


Codes 


Tool Usage 


46 None 


No. right 


Test Booklet 


CM-042a 


Mech. Problems 


45 None 


No. right 


Directions 


CM-042a, D 


Pulleys and Gears. _ 


50 None 


No. right 


Answer Sheet 


CM-042a, A 




Scoring Stencil 


CM-042a, K 
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Visual Discrimination } MA5B . — This test measures ability to distinguish 
small differences in lines, angles, curves, and in pictures of solid objects. This 
ability is important for certain types of close visual inspection. 



No. of Time 

Subtest Item* Limit 

Space Discrim 49 None 

Nuts and Bolts 47 None 



Score 

No. right 
No. right 



Material s 

Test Booklet 
Manual 
Answer Sheet 
Scoring Stencil 



Codes 

CM-043a 
OC-P:CP.56m 
CM-043a, A 
CM-043a, K 



Space Relations , MA5C. — This test measures the ability to manipulate 
spatial images mentally — an ability which is important in a wide variety of 
mechanical occupations. 



No. of THme 

Subtest Items Limit Score 

Paper Form Board. 50 7 min. R-W/4 

Surface Develop- 40 8 min. R-W/3 

ment. 



Materials 

Test Booklet 
Manual 
Answer Sheet 
Scoring Stencil 



Codes 

CM-044a 
OC-P:CP,50m 
CM-044a, A 
CM-044a, K 



Inspection Speed , MA5D. — This test measures the ability to detect quickly 
small differences in the details of figures, these differences being perfectly 
plain to anyone once they are pointed out. This ability is important in certain 
types of belt-line and other mass inspection operations in which the inspector 
is required to note and remove defective items. 



Subtest 


No. of 
Items 


Time 

LimU 


Score 


Materials 


Codes 


Identical Tools _ 


... 40 


4 min. 


No. right 


Test Booklet 


CM-045a 


Identical Form. 


... 44 


4 min. 


No. right 


Manual 


OC-P:CP.56m 








Answer Sheet 
Scoring Stencil 


CM-045a, A 
CM-045a, K 



Paper Form Board Test . — This test measures the ability to manipulate 
spatial images mentally. It is believed to be an improvement on Space Rela- 
tions, MA5C, in that its scores are less subject to improvement by training in 
a few special subjects such as drafting and sheet metal work. The ability 
measured is important in a wide variety of mechanical occupations. 



Materials 

No. of Items: 72. Test Booklet 

Time Limit: None. Directions 

Score: No. right Answer Sheet 

Scoring Stencil 



Codas 

CG-106a 
CG-1O0Z, D 
ITS-llOl 
CG-lO0a, K 



Figure Cancellation Test y MAS 6 . — This test measures speed and accuracy 
of mass visual inspection. The task is to cross out as many as possible of 150 
defective figures in a set of 900. The test is believed to be an improvement on 
Inspection Speed, MA5D, in that it calls for more inspecting and less checking. 



Materials 

No. of Items: 900. Test Booklet 

Maximum Score: 150. Directions 

Time Limit: 5 min.. Scoring Stencil 

Score: No. right 



Codes 
CZ-048a 
CZ-048z, D 
CZ-048a, K 



General Mechanical Abilities Test . — In preparation. 



Technical Aptitude Tests 



These tests measure the general and* specific aptitudes essential for certain 
types of technical work. 

Technical reading , MA5F. — This test measures abilitv to read and com- 
prehend paragraphs of the type found in technical manuals and books. 



No. of Items: 90. 
Time Limit: None. 
Score: No. right. 



Materials 

Test Booklet, Form A 
Test Booklet, Form B 
Directions 
Answer Sheet 
Scoring Stencil, Form A 
Scoring Stencil, Form B 



Codes 

CT-053a 
CT-053b 
CT-053z, D 
ITS-llOl 
CT-053a, K 
CT-053b, K 
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Technical Mathematics , MA5E. — This test measures the ability to use 
some of the formulas of elementary algebra and trigonometry in solving prob- 
lems. The formula that applies to each problem is given. The problems 
are taken mainly from elementary mechanics and electricity. 



No. of Items: 30. 
Time Limit: None. 
Score: No. right. 



Material* 

Test Booklet, Form A 
Test Booklet, Form B 
Directions 

Answer Sheet, Form A 
Answer Sheet, Form B 
Scoring Key, Form A 
Scoring Key, Form B 



Code* 
CT-052a 
CT-052b 
CT-052z, D 
CT-052a, A 
CT-052b, A 
CT-052a, K 
CT-052b, K 



Mathematical Ingenuity Test . — This test measures facility in applying 
algebraic formulas in unusual ways in order to arrive at short-cut solutions of 
problems. It distinguishes between those whose algebra is a genuine part of 
their thinking processes, and those who have merely learned the formulas and 
the standard methods of solving problems. 



Material* 

No. of Items: 60. Test Booklet (exp.) 

Time Limit: 40 min. Directions 

Score: No. right. Scoring Key 



Code* 
CT-093a 
CT-093z, D 
CT-093a, K 



Elementary Electricity , MASH. — This test is based on the type of electrical 
information which a bright and interested high school graduate might pick up 
with little or no formal training. 



Material* 

No. of Items: 65. Test Booklet 

Time Limit: None. Directions 

Score: No. right. Answer Sheet 

Scoring Stencil 



Code* 

CT-065a 
CT-065z, D 
CT-065a, A 
CT-065a, K 



Drafting Aptitude Test. — This test is designed to measure aptitude for in- 
tensive training in drafting. 



No. of 



Section 


Item* 


Time Limit 


Score 


Material * 


Code* 


I. Object Names 


30 


7 min. 




Test Booklet 


CT-095a 


II. Arith. and Geom_ 


30 


35 min. 




Directions 


CT-095z, D 


III. Visual Discrim 


45 


13 min. 




Answer Sheet 


ITS-1101 


IV. Space Relations. _ 


32 


35 min. 




Scoring Stencils (2) 


CT-095a, KR 
CT-095a, KW 


Total 


137 


90 min. 


R-W/3 





Achievement Tests 



These tests measure the specific information reauired in certain specialized 
positions. Most of them are based on definite regulations or manuals. 



1. Clerical 



English Series. — These tests measure the basic English skills needed by 
typists, stenographers, secretaries, correspondence clerks, and reviewers. 
The most important tests for typists are the Spelling Test and the Word 
Division in Typing Test. Stenographers also need the skills measured by 
the Punctuation Test and the Compound Words Test; secretaries, correspond- 
ence clerks, and reviewers require the knowledge measured by the Grammar, 
Word Selection, and Military Correspondence tests as well. In order to 
insure that these tests will measure specific skills rather than verbal intelligence, 
the vocabulary and sentence structure used are comparatively simple. 

Spelling Test. — This test is of the recognition type. The examinees in- 
dicate whether each word has been spelled correctly or incorrectly. 



Material* 



Code* 



No. of Items: 75. Test Booklet, Form A (exp.) 

Time Limit: None. Test Booklet, Form B (exp.) 

Score: No. right. Directions 

Scoring Stencil, Form A 
Scoring Stencil, Form B 



CI-069a 
CI-069b 
CI-069z, D 
CI-069a, K 
CI-069b, K 
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Word Dit'mfrfi ip Tympg TesL^-Thh test measure* knowledge of syllabi- 
cation and of the basic ir\m » '.'for dividing words at the ends of lines in typing. 

% ' ‘:~V : o' * ' h , 'MfarUiU;' ’ Ci$** 

Form A (ezp.) Gl~06f>a. . 

'!%? Form B (exp.) CM60h 

x Ol—OOOz, D 

A GI-060a, K 

Si^arSn^ rv.'iv.vL Form B Cl -060b,. K 

Punctuation Teat— Part I covers the use of the comma; Part II covers 
the use of the other pimetuaticm marks. 



No. of i 60. 
Time lilavit: Nobc. 
Score; Jfa nglit- 



Puri 



So. of 
Jtebi* 

107 

26 



Tittle Irifnll 



Sfc j*? * 






Total 133 None No. right 



'Test,- Booklet, Form -A 
Test Booklet, Form B 
Directions 
Answer Sheet 
ScoVing -StefttnV Form A 
Scoring -Sten.rik Form B 



CI-O0U 
Cl-09ih 
CI-O0U, t) 
ITS- HOT 
01-091 a, Tv 
CI-09ifcr,K 



Compound Words Test -- This test .requires . the examinees to indicate: 
Whether: the rdeimmis of each word -pair or word-group should be hyphenated* 

■ written as one word, or wdrdk. . 

M&untti* ■ CoHer. 

No. of I it* ms: 50. 'Test. Booklet f Form A 

TLm^ Limit: None. Test Booklet , F>»rm B CP067h 

Score: No. right .Diregticms - ’ <1-067*. D 

Answer Steu tT&-l?0I 

Scodh^ ^ fot\ both form^) Cl^)8i%% K 

Grimnwt 2^f;— This teat bududLes tivti ditf ereht types of ii eirta— ^miniiier 
Hud JiotiVi?tftlS' -4p h^ttsmgeNOUa prefer. Tlu; pMhm&r Heir® require tht* 
fco biiHiuguish ' bofi-eiit foiix® yrul common errotrg in grarii- 

maiieui iisiige/ The vimriern! items rofjiiilo the examinees to indicate when 
•O.umhtSrs- by arahiir jiujht'itaia,^)*- by wards spelied out.br:> 
abbreviated; S^partite alioidd be olnamed. 



Tffpg oftttm '.Si. uf Items Tm* Livfit H&r* 

Graautuu*. SO None No. right 

Numerals. ... U None No. right. 



Slat# iaU 

Test Booklet t Form A 
Test Booklet , Form ft 
Directions . V . Jv 
Answer Sheet 
Scoring Sfemnte At) 

Scoring Steocilfi (2) 



Ci>d* t 

&i±mh 
Cl~M2z y Dr 
ITS- 1 201 
CT062al, K 
CT O02a2, K 
Ol-Oh2bl, K 
OP 062b2 v K 



Word Sdetimt Test — This test i)ammr?& knuw ledge hf the precise meanings 
of ccrhriu common words which tire often' usod .193 properly , 

x*.//. ' % vV : •' • , MaWfot# 

No, of item*-. 90 Te*l Booklet/ Form A 

Titofr Lteiii: Now*,,’ T&si Booklet. Form ft 

Scor<> : No. rigid. ‘ DtoeefiaDs 

• ‘’ V v.> A&zW* Sheet . 

. ,- •••. ■ Scaring Stencil; Form . X ■ , 

?€ C t \ \\ % • . Form-B . ' 

Mitiumj Comspondem^ ( \ -*Tbis tost measures knowledge of the 
preperaiion, signing., and routmg military correspondence; It is based 
xhiirdy on : AK : 'M.0rl 5-r hiit/intJudeB a feiv qua^Jons based pu TM 32-252 and 
hii various o<3^^er fthd manuals. Questions on- V -arc 

subject to local vnyiafiou Irnyc b^m ay pitied as far as possihfe 
this test are shawn ^ms/Patt Two,) 

/, v V -i.\ "• Mnifjtali. • . 



r We* 

Cl =-071-4 
01-07 lb 
€1-07 la, I> 
!Tfe~J .101 
Cl~P7la, K 
ci-orih, K 



N o of I ten w 90. 
Time limit: None. 
8ct>re: No. right . 



Test Booklet 
Directions 
AflSfw Sheet 
Bcorio^ Stencil 



emm 

M 

IT^llOi 
C 1-04 9a, K 
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Arithmetic Computation Achievement Test . — This test measures ability 
to work problems in the addition, subtraction, multiplication, and division 
of whole numbers, fractions, and decimals, and problems in percentage and 



proportion. 


Materials 


Codes 


No. of Items: 100. 


Test Booklet (exp.) 


CI-088a 


Time Limit: None. 


Directions 


CI-088z,D 


Score: No. right. 


Scoring Key 


CI-088a,K 




2. Technical 





Electricity and Radio Test.— This is a test of basic technical information 
concerning radio receivers and transmitters, and the underlying principles 
of electricity. 

Material* Codet 



No. of Items: 149. 
Time Limit: 2 hr. 
Score: R-W/3. 



Test Booklet 
Directions 
Answer Sheet 
Scoring Stencils (2) 



CI-114a 

CI-114z,D 

ITS-1101 

CI-114a,KR 

CI-114a,KW 



3. Special 



Civilian Pay Roll Clerk Test . — This test is based on the information given 
in Civilian Personnel Regulation No. 120 , “Payment of Civilian Personnel”, 



and Changes No. 1, 2, and 3. 

Materials Codes 

No. of Items: 72. Test Booklet CI-119a 

Time Limit: None. Directions Cl- 11 9a, D 

Score: No. right. Answer Sheet ITS-1101 

Scoring Stencil CI-119a,K 



Shoe Inspection Testy Inj-1 . — This test measures knowledge of the standard 
procedures of in-process and final inspection of army shoes. It is of the 
multiple-alternative type. Each question has four answers; and either one, 
two, or three of them may be correct. (Norms for this test are shown in 



Tables of Norms, Part Two.) 

Materials Codes 

No. of Items: 90. Test Booklet CI-080a 

Maximum Score: 110. Directions CI-080z,D 

Time Limit: None. Answer Sheet CI-080a,A 

Score: R-3W/4. Scoring Stencils (2) CI-080a,KR 

CI-080a,K\V 



War Department Shipping Document Test . — This test is based on the infor- 
mation contained in ASF Manual MIfll , “ War Department Shipping Docu- 



ment.” 

Materials Codes 

No. of Items: 94. Test Booklet Cl-lOOa 

Time Limit: None. Directions Cl-lOOa, Dr 

Score: No. right. Answer Sheet ITS-1101 

Scoring Stencil Cl-lOOa, K 



Vendors Shipping Document Test ( QMC Edition ). — This test is based on 
t he information contained in ASF Manual M^lOy and a supplementary booklet 
and training materials issued by the Office of the Quartermaster General. 



Materials Codes 

No. of Items: 90. Test Booklet 01-11 la 

Time Limit: None. Directions CI-lllz, D 

Score: No. right. Answer Sheet ITS-1101 

Scoring Stencil Cl-llla, K 



QMC Quality Control Test . — This test is based on information contained 
in QMC Inspection Handbook on Sampling for Quality Controly and a training 
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syllabus issued by the Office of the Quartermaster General. It measures the 
information required by supervisory inspectors in plants using sampling in- 
spection methods. 

Material* Code* 

No. of Items: 87. Test Booklet CI-103a 

Time Limit: None. Directions CI-103s, D 

Score: No. right. Answer Sheet ITS-1101 

Scoring Stencil Cl- 103a, K 

QMC Sampling Inspection Test . — This test consists of certain selected 
items from the QMC Quality Control Test, and measures the essential informa- 
tion required by inspectors (non-supervisory) in plants using sampling in- 
spection methods. 

Material* Code* 

No. of Items: 25. Test Booklet (exp.) CI-113a 

Time Limit: 20 min. Directions CI-113a, D 

Score: R-W/3. Scoring Key CI-113a, K 

Warehouse Operations • Tests. — These tests are based on information con- 
tained in The What f Why and How oj Warehousing and Materials Handling 
issued by the Office of the Quartermaster General, May 1944, and supplemen- 
tary training materials issued by Boston Quartermaster Depot and Jersey 
City Quartermaster Depot. 

Warehouse operations test-packers: 

Material* Code* 

No. of Items: 48. Test Booklet CI-117a 

Time Limit: None. Directions CI-117a, D 

Score: No. right. Answer Sheet ITS-1101 

Scoring Key CI-117a, K 

Warehouse operations test-checkers: 

Material* Code * 

Test Booklet CI-116a 

Directions CI-116a, D 

Answer Sheet ITS-1101 

Scoring Key CI-116a, K 

Warehouse Operations Test-Storekeepers. — This test contains 4 parts. In 
addition to a total score, separate scores may be obtained on parts 2 and 3. 

Part 

I. Layout 6 

II. Storage 38 

III. Materials Handling — 

IV. Organization and 

Labor and Equip- 
ment. 

Total 



Ability and Performance Rating Scale. — This scale is designed for use in 
validating tests against job ratings. It consists of descriptions of five levels of 
over-all ability and performance on the job. Each description mentions knowl- 
edge of the job, output, and quality of work. The scale has 9 points, one 
for each description and one for the boundary between each pair of adjacent 
descriptions. The directions are printed on the back of each scale sheet. The 
scale sheets are expendable. Code: CR-lOla. 

Employee Rating Scale. — This scale provides for rating employees on 10 
traits wnich are considered of major importance in a manufacturing arsenal. 
For each trait there are descriptions of five levels, and a 9-point scale. 



No. of Items: 51. 
Time Limit: None. 
Score: No. right. 



No. of 


Time 








Item* 


Limit 


Score 


Material* 


Code* 


6 






Test Booklet 


CI-120a 


38 


None. 


No. right. 


Directions 


CI-120a, D 


31 


None. 


No. right 


Answer Sheet 


ITS-1101 


11 






Scoring Key 


CI-120a, K 


86 


None. 


No. right 








Rating Scales 







Trait* 

A. Quantity of Work. 

B. Quality of Work. 

C. Effort. 

D. Abiding by Safety Regulations. 

E. Abiding by Installation and Department 

Regulations. 

F. Following Instructions. 

G. Versatility. 

H. Cooperation. 

I. Attendance. 

J. Personal Desirability. 



Material* 
Scale (exp.) 
Directions. 
Scoring Key. 



Cede. 

CR-092b. 

CR-092z,D. 

CR-092z,K. 
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Supervisor Rating Scale . — This scale provides for rating supervisors on 12 
traits which are considered important in a manufacturing arsenal. For each 
trait there are descriptions of five levels, and a 9-point scale. 



Traits 

A. Quantity of Work. 

B. Quality of Work. 

C. Effort. 

D. Cooperation. 

E. FoUowing Instructions. 

F. Personal Desirability. 

G. Technique of Handling Workers. 

H. Abiding by Installation and Department 

Regulations. 

I. Observation of Safety Regulations. 

J. Ability to Train Workers. 

K. Adaptability. 

L. Attendance. 



Materials 

Scale (exp.) 
Directions. 
Scoring Key. 



Coda 

CR-102a. 

CR-102z,D. 

CR-102a,K. 



Additional Materials 



Oral Trade Questions Manual . — Three volumes of Oral Trade Questions 
covering about 800 different occupations, have been issued by the Division of 
Occupational Analysis, War Manpower Commission. These volumes are 
available, under the restrictions applying to material classified as “confidential”, 
to civilian employment interviewers for use in Army installations. The Oral 
Trade Questions Manual (CT-055z,M) discusses the values to be gained from 
the use of oral trade questions and how they are used in employment interview- 
ing, and gives the procedure for obtaining the volumes. Distribution of this 
manual is not restricted. 

USES Tests. — The War Manpower Commission has granted the War De- 
partment permission to reprint the United States Employment Service Tests. 
Following are the tests, reprinted to date, which can be obtained upon request. 
No apparatus tests are available. 



Test Booklet 

Cl Motor Speed 

C2 Aiming 

09 Number Writing 

C13 Eye-Hand Coordination 

C14 Figure Copying 

C15 Plotting 

C16 Spatial 

C17 Maze 

C19 Arithmetic 

C29 Number Comparison 

C30 Name Comparison 

C32 Substitution 

C33 Paper Form Board 

C48 Tools 

C57 3-Dimensional Spatial Relations 

067 Identical Forms 

C69 Mechanical Assembly 

C70 Surface Development 

C87 Marking 

C88 Paper Spatial Relations 

C93 Block Counting 

C101 location 



Directions 

Cl,D 
C2,D 
C9,D 
C13,D 
C14, D 
C15,D 
C16,D 
C17,D 
C19,D 
C29,D 
C30,D 
C32,D 
C33,D 
C48,D 
C57,D 
C67,D 
C69,D 
C70,D 
C87,D 
C88,D 
C93,D 
C101,D 



Key 

Not necessary 
Not necessary 
09, K 
Not necessarv 
C14, lv 

015, K 

016, K 

017, K 
019, K 

029, K 

030, K 
C32,K 
033, K 
C48,K 
057, K 
C67,K 
C69,K 
C70,K 

Not necessarv 

088, fC 

C93,K 

C101,K 



A single booklet Direction* for Administering and Scoring War Manpower Com- 
mission Tests Reprinted by War Department , The Adjutant OeneraVs Office (CZ- 
121z,D) which includes all the directions listed above will be supplied whenever 
a number of different tests are ordered at one time. 
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RECOMMENDED BATTERKS FOR USE IN ASF AND QM DEPOTS 



Clerk: 

Learning Ability, Form 5. 

CA-iT Part A. 

CA4IC, Number Speed, Forms A and B. 
Clerk-Typist : 

Learning Ability, Form 5. 

CA-3 Part A. 

CA4K, Number Speed, Forms A and B. 
Typing, AGO Form I. 
Clerk-Stenographer : 

Learning Ability, Form 5. 

CA-3, Part A. 

CA-3, Part B (except arithmetic). 
CA4K, Number Speed, Forms A and B. 
Typing, AGO Form I. 

Shorthand — Turee-Duroet or AGO Dic- 
tation. 

Checker: 

Learning Ability, Form 5. 

CA-3, Part A (Checking). 

CA4IC, Number Speed, Forms A and B. 
American Optical Test. 

Order Picker: 

Learning Ability, Form 5. 

CA4K, Number Speed, Forms A and B. 
CA-3, Part A. 

Fork-Lift Operator: 

Learning Ability, Form 5. 

MA5C, Space Relations. 

American Optical Test. 

Physical Fitness — Step Test. 

Minnesota Rate of Manipulation. 
Fork-Lift Operator-Checker: 

Learning Ability , Form 5. 

MA5C, Space Relations. 

American Optical Test. 

Physical Fitness — Step Test. 

CA-3, Part A. 

CA4K, Number Speed, Forms A and B. 
Minnesota Rate of Manipulation. 
Tractor Operator: 

Learning Ability , Form 5. 

MA5C, Space Relations. 

American Optical Test. 

Physical Fitness — Step Test. 

Minnesota Rate of Manipulation. 
Inspector of Clothing: 

Learning Ability, Form 5. 

MA5D, Inspection Speed. 

American Optical Test. 

Purdue Peg Board Rate of Manipula- 
tion. 

Color Perception, Pseudo-Isochromatic 
Scale. 

Inspector of Shoes: 

Learning Ability, Form 5. 

MA5D, Inspection Speed. 

American Optical Tset. 

Shoe Inspection Test — BQMD. 
Inspector of Textiles (Cotton) : 

Learning Ability, Form 5. 

MA5D, Inspection Speed. 

American Optical Test. 

Color Perception, Pseudo-Isochromatic 
Scale. 

Cotton Information Test. 

Inspector of Textiles (Wool) : 

Learning Ability, Form 5. 

MA5D, Inspection Speed. 

American Optical Test. 

Color Perception, Pseudo-Isochromatic 
Scale. 

Wool Textile Inspection. 



General Inspector: 

Learning Ability, Form 5. 

MA5D, Inspection Speed. 

American Optical Test. 

(Information tests will be constructed 
for specific fields). 

Trainer: 

Learning Ability, Form 5. 

Coxe-Nelson Prognosis of Teaching Apt. 
Allport Study of Values. 

Contract Negotiator: 

Learning Ability, Form 5. 
Watson-Glaser Test of Critical Think- 
ing, Form A. 

CA-3, Part B. 

Allport Study of Values. 

Packer: 

Learning Ability, Form 5. 

Revised Army Beta. 

CA-3, Part A (Arithmetic). 

CA4K, Number Speed, Forms A and B. 
C-88, General Space Relations. 
Minnesota Rate of Manipulation (both 
placing and turning) . 

Packer’s Test — BQMD. 

Baler: 

Learning Ability, Form 5. 

Revised Army Beta. 

Minnesota Rate of Manipulation. 
Physical Fitness — Step Test. 

Laborer: 

Learning Ability, Form 5. 

Revised Army Beta. 

Physical Fitness — Step Test. 

Squad Leader: 

Learning Ability, Form 5. 

Revised Army Beta. 

Physical Fitness — Step Test. 

Automotive Mechanic: 

Learning Ability, Form 5. 

General Automotive, TK-1 X-3. 
Minnesota Rate of Manipulation. 
MA5C, Space Relations. 

Carpenter: 

Learning Ability, Form 5. 

MA5C, Space Relations. 

Oral Trade Questions. 

Minnesota Rate of Manipulation. 

Clothing Examiner: 

Learning Ability, Form 5. 

MA5D, Inspection Speed. 

American Optical Test. 

Purdue Peg Board Rate of Manipu- 
lation. 

Filling Station Attendant: 

Learning Ability, Form 5. 

General Automotive, TK-1 X-3. 
Minnesota Rate of Manipulation. 
MA5C, Space Relations. 

Management Analyst: 

Learning Ability, Form 5. 
Watson-Glaser Test of Critical Think- 
ing, Form A. 

Allport Study of Values. 

CA-3, Part B. 

Management Analyst Test. 
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